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LIMITED WARRANTY AND DISCLAIMERS 

A. Limited Warranty on Media. Claris 
warrants the disks on which the Software is 
recorded to be free from defects in materials 
and faulty workmanship under normal use 
for a period of ninety (90) days from the 
date of delivery as evidenced by a copy of 
the sales receipt. Claris will, at its option, 
replace or refund the purchase price of the 
diskette at no charge to you, provided you 
return the faulty diskette with the sales 
receipt to Claris or an authorized Claris 
Dealer. Claris shall have no responsibility to 
replace or refund the purchase price of a 
diskette damaged by accident, abuse, or 
misapplication. ANY IMPLIED 
WARRANTIES ON THE DISKS, 
INCLUDING IMPLIED WARRANTIES 
OF MERCHANTABILITY AND FITNESS 
FOR A PARTICULAR PURPOSE, ARE 
LIMITED IN DURATION TO 90 DAYS 
FROM THE DATE OF DELIVERY. 

B. Disclaimer of Warranty on Software. 
THE SOFTWARE IS PROVIDED “AS IS” 
WITHOUT WARRANTY OF ANY 
KIND, AND CLARIS EXPRESSLY 
DISCLAIMS ALL IMPLIED 
WARRANTIES, INCLUDING BUT NOT 
LIMITED TO THE IMPLIED 
WARRANTIES OF 
MERCHANTABILITY AND FITNESS 
FOR A PARTICULAR PURPOSE. 
CLARIS DOES NOT WARRANT, 
GUARANTEE, OR MAKE ANY 
REPRESENTATIONS REGARDING 
THE USE OR THE RESULTS OF THE 
USE OF THE SOFTWARE OR ANY 
ACCOMPANYING WRITTEN 
MATERIALS IN TERMS OF THEIR 
CORRECTNESS, ACCURACY, 
RELIABILITY, CURRENTNESS, OR 
OTHERWISE. THE ENTIRE RISK AS TO 
THE RESULTS AND PERFORMANCE 
OF THE SOFTWARE AND WRITTEN 
MATERIALS IS ASSUMED BY YOU. 
CLARIS DOES NOT WARRANT THAT 
THE SOFTWARE WILL WORK 
CORRECTLY IN YOUR MULTI-USER 
OR NETWORK ENVIRONMENT. IF 
THE SOFTWARE IS DEFECTIVE, YOU, 
AND NOT CLARIS OR ITS DEALERS, 
DISTRIBUTORS, AGENTS, OR 
EMPLOYEES, ASSUME THE ENTIRE 
COST OF ALL NECESSARY 
SERVICING, REPAIR, OR 
CORRECTION. SOME STATES DO 
NOT ALLOW THE EXCLUSION OF 
IMPLIED WARRANTIES, SO THE 
ABOVE EXCLUSION MAY NOT APPLY 
TO YOU. 


C. Complete Statement of Warranty. THE 
LIMITED WARRANTIES PROVIDED IN 
PARAGRAPHS A AND B ABOVE ARE 
THE ONLY WARRANTIES OF ANY 
KIND THAT ARE MADE BY CLARIS 
ON THIS CLARIS PRODUCT. NO 
ORAL OR WRITTEN INFORMATION 
OR ADVICE GIVEN BY CLARIS, ITS 
DEALERS, DISTRIBUTORS, AGENTS, 
OR EMPLOYEES SHALL CREATE A 
WARRANTY OR IN ANY WAY 
INCREASE THE SCOPE OF THIS 
WARRANTY, AND YOU MAY NOT 
RELY ON ANY SUCH INFORMATION 
OR ADVICE. THIS WARRANTY GIVES 
YOU SPECIFIC LEGAL RIGHTS. YOU 
MAY HAVE OTHER RIGHTS, WHICH 
VARY FROM STATE TO STATE. 

D. Limitation of Liability. IN NO EVENT 
WILL CLARIS, OR ITS DEVELOPERS, 
DIRECTORS, OFFICERS, EMPLOYEES, 
OR AFFILIATES BE LIABLE TO YOU 
FOR ANY CONSEQUENTIAL, 
INCIDENTAL, OR INDIRECT 
DAMAGES (INCLUDING DAMAGES 
FOR LOSS OF BUSINESS PROFITS, 
BUSINESS INTERRUPTION, LOSS OF 
BUSINESS INFORMATION, AND THE 
LIKE) ARISING OUT OF THE USE OF 
OR INABILITY TO USE THE 
SOFTWARE OR ACCOMPANYING 
WRITTEN MATERIALS, EVEN IF 
CLARIS OR AN AUTHORIZED CLARIS 
REPRESENTATIVE HAS BEEN 
ADVISED OF THE POSSIBILITY OF 
SUCH DAMAGES. BECAUSE SOME 
STATES DO NOT ALLOW THE 
EXCLUSION OR LIMITATION OF 
LIABILITY FOR CONSEQUENTIAL OR 
INCIDENTAL DAMAGES, THE ABOVE 
LIMITATIONS MAY NOT APPLY TO 
YOU. Claris’ liability to you for actual 
damages for any cause whatsoever, and 
regardless of the form of the action, will be 
limited to the greater of $500 or the money 
paid for the Software that caused the 
damages. 


U.S. GOVERNMENT RESTRICTED 
PROVISIONS. If this Software is acquired by 
or on behalf of a unit or agency of the 
United States Government this provision 
applies. This Software: 

(a) Was developed at private expense, and 
no part of it was developed with 
government funds, 

(b) Is a trade secret of Claris for all purposes 
of the Freedom of Information Act, 

(c) Is “commercial computer software” 
subject to limited utilization as provided in 
the contract between the vendor and the 
governmental entity, and 

(d) In all respects is proprietary data 
belonging solely to Claris. 

For units of the Department of Defense 
(DOD), this Software is sold only with 
“Restricted Rights” as that term is defined in 
the DOD Supplement to the Federal 
Acquisition Regulations, 52.227-7013 (c) 
(1) (ii) and: 

Use, duplication or disclosure is subject to 
restrictions as set forth in subdivision (c) (1) 
(ii) of the Rights in Technical Data and 
Computer Software clause at 52.227-7013. 
Manufacturer: Claris Corporation, 440 
Clyde Ave., Mountain View, California 
94043. 

If this Software was acquired under a GSA 
Schedule, the U.S. Government has agreed 
to refrain from changing or removing any 
insignia or lettering from the Software or 
the accompanying written materials that are 
provided or from producing copies of 
manuals or disks (except one copy for 
backup purposes) and: 

(e) Title to and ownership of this Software 
and documentation and any reproductions 
thereof shall remain with Claris, 

(0 Use of this Software and documentation 
shall be limited to the facility for which it is 
acquired, and 

(g) If use of the Software is discontinued to 
the installation specified in the purchase/ 
delivery order and the U.S. Government 
desires to use it at another location, it may 
do so by giving prior written notice to 
Claris, specifying the type of computer and 
new location site. U.S. Governmental 
personnel using this Software, other than 
under a DOD contract or GSA Schedule, 
are hereby on notice that use of this 
Software is subject to restrictions which are 
the same as or similar to those specified 
above. 
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WELCOME 




Welcome 


This manual provides step-by-step procedures for creating and editing 
documents with the Mac Write® II application, and brief explanations 
of what every command and icon can do for you. 

For Step-by-Step Here’s how to get the most out of the procedures outlined in the first 

Procedures three chapters: chapter 1, “Creating and Editing Text,” chapter 2, 

“Formatting,” and chapter 3, “Working with Documents and Files.” 


A sample page of procedures from 
the MacWrite II User's Guide 


Scan the margin for the procedure 
you want to know more about. 

Steps you take are in boldface — 

Explanations — if you need them - 
appear indented in plain text. 


Aligning and Tabbing Text 

When you open a new document, Mac W rite Ills preset alignments 
flushleft: evexyline oftextis aligned with the leftmaxgin. Youcan 
change the alignment of each paxagxaph fox eithex ox both maxgins, and 
fox anypaxagxaphindents you make. 

Using the Space baxtoaligntextinpxopoxtionallyspaced fonts cxeates 
ixxegulax columns because individual chaxactexshave diffexent widths. 
Tab stops letyoupxeciselypositiontextina line so youcan cxeate a 
table, fox instance, without using the Space baxto add spaces between 
the columns. 

To Change Text . 1 . Click anywhere in a paragraph you want to change, select several 

/ paragraphs, or choose Select All from the Edit menu. 

/ l . If it isn't already showing, choose Show Ruler from the Format 
■ - ■ / menu. 

The xulex displaysthe alignmentsetting foxthe paxagxaphyou 
— selected. Whenyouselect sevexal paxagxaphs, the xulex sho wsthe 
settings foxthe fixstpaxagxaph If the text alignment icons axe 
hidden, double-click undex the nnmbexed scale onthe xulexto 
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For Explanations of 
Commands and 
Features 


If you wonder what a command does or what some icon means, turn to 
the reference material in chapters 4 and 5. Chapter 4, “MacWrite II 
Environment,” offers a visual tour of the MacWrite II window and 
icons. Chapter 5, “Command Reference,” provides details about each 
command on the menus. The menus appear in the same order as they 
do in the application. 


A sample page from the command 
reference 

Look at the top of the page for the - 
name of a menu ortopic. 


Each command appears in the margin - 
boldface, followed by an explanation of 
what it does. 


/ 


Edit Menu 


cut 


Copy 


Removes selected text, pictures, and special characters such as return 
characters, tabs, page breaks, and column breaks from your currently 
active document and puts them on the Clipboard. The shortcut is 
Command -X, or on an extended keyboard, F2. 

♦ Remember The Clipboard stores only one selection at a time. 
When you choose Cut, you place the selection on the Clipboard, 
■where it remains until you cut or copy something else or until you 
turn off the computer. 

After you have cut a selection from the document, you can use the 
Paste command on the Edit menu to paste the selection into the 
document or into the Scrapbook. 

Makes a duplicate of selected text, pictures, or special characters, and 
puts that copy on the Clipboard. The shortcut is Command -C, or on an 
extendedkeyboard,F3. 

♦ Remember When you choose Copy, your selection replaces 
anythingcurrently onthe Clipboard. 
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How to Use the 
MacWrite II Help 
System 


You may be able to leave this book on the shelf, because MacWrite II 
helps you as you go. When you want to find out how to perform a 
specific task, choose Help from the Apple menu to see definitions and 
instructions on-screen. 


Help window 


The name of the topic you're in 


Click an area or topic you want to 
explore. 


Click the retrace arrow to goto the last card you viewed. 

Click the left or right direction arrow to take you through - 
the Help System topic by topic. 


Click Table of Contents fora list of topics. 
Click Find to locate a particular topic 


For information about using Help, click here. 


The Ruler 


SH 



The ruler shows the settings for the 
paragraph you are in. If several paragraphs 
are selected, the ruler shows the settings 
for the first paragraph. 


The ruler can be viewed in two ways. The 
expanded version, shown here, lets you set 
tab stops, li ne spaci ng, paragraph 
indentation, and text alignment. Click in 
the white area of the ruler to see the 
condensed version. 


Documentl 


T ir 


Click to justify 
paragraph text, to 
align it on both the 
left and right. 
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Creating and Editing Text 


In this chapter you’ll find out how to start typing in a MacWrite II 
document, how to edit or change what you’ve written, and how to 
polish the text by checking your spelling. 

You can type in any of a MacWrite II document’s four distinct page 
elements: the main body of text, the header (the repeating text at the 
top of each page), the footer (the repeating text at the bottom of each 
page), and any footnotes (which can appear at the bottom of the 
referenced page or at the end of your document). 


Creating and Editing Text 


1-3 



Typing Text 


When you open MacWrite II, you see a new document, with a vertical 
bar blinking at the top. That is the insertion point , and it indicates 
where what you type will appear. You can start typing right away. 

You also see a pointer that you can move with the mouse. The pointer 
appears as an Tbeam when you move it in an area where text can be 
typed. The pointer appears as an arrow everywhere else. Use the pointer 
after you’ve started typing to select a new location for the insertion 
point, to select text for editing, to scroll, to choose a command from a 
menu, or to make a choice on the ruler. 

Here are some of the basics of typing in MacWrite II: 

To Start Typing 1 . Position the pointer and then click where you want to type. 



When you open a new document, the insertion point appears at the 
beginning of the first line of the main body of text on the page. If 
you’ve opened an existing document, you can click where you want 
to resume typing. In a new document, you can start typing 
immediately. 
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Creating and Editing Text 


The insertion point moves to the right of the text as you type. 


To Correct a Mistake 


To Start a New 
Paragraph, Line, or 
Column 


When you reach the end of a line, don’t press Return; just keep 
typing. MacWrite IPs wordwrap feature automatically moves the 
insertion point and the word you’re typing to the beginning of the 
next line. 

■ Press the Delete key to backspace and remove the mistake. 

Hold the Delete key down to remove more than one or two 
characters. Your Macintosh keyboard may have a Backspace key 
instead of a Delete key. They work the same way. 

■ To start a new paragraph, press Return. 

A MacWrite II paragraph is any length of text followed by a return. 

You can change the line spacing, text alignment, and indents for a 
whole paragraph using the ruler or the Paragraph command on the 
Format menu. 

■ To start a new line within the current paragraph, press Shift-Return. 

MacWrite II makes a new line and puts the insertion point at the 
beginning of the line. Any text you type will remain part of the 
preceding paragraph until you press Return by itself. 

■ To start a new column choose Insert Column Break from the Format 
menu or press Enter. 

When you’ve created a document with multiple columns, 

MacWrite II puts the insertion point at the beginning of the first 
line of the next column. 


To Start a New Paragraph , Line , or Column 
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Typing Text 


To Start a New Page 


To Type Nonbreaking 
Spaces 


To Switch Between 
Curly and Plain 
Quotation Marks 


"Plain" quotation marks 
“Curly” quotation marks 


■ Choose Insert Page Break from the Format menu or press 
Shift-Enter. 

Mac Write II inserts a page break, which creates a new page following 
the page on which you were typing, and moves the insertion point 
to the top of the main body of text on the new page. 

■ To type a nonbreaking standard space, press Option-Space bar. 

MacWrite II’s wordwrap will not break a line on either side of a 
nonbreaking space or expand the space when you justify a paragraph, 
as it does with normal spaces. Nonbreaking spaces are also called 
“hard spaces.” 

■ To type a nonbreaking en space, press Command-Option-Space bar. 

That makes a space about as wide as an uppercase N in the font 
you’re using. 

■ Choose Preferences from the Edit menu and click Smart Quotes. 

If you want curly quotation marks, make sure that Smart Quotes is 
checked. Curly quotation marks are called Smart Quotes. When you 
select Smart Quotes, single quotation marks and apostrophes will be 
curly as well. If you want plain quotation marks and apostrophes, 
deselect Smart Quotes. 

Most Image Writer and LaserWriter fonts have a set of curly 
quotation marks built in that you can use instead of the plain 
quotation marks that are made by typewriters. 

■ To switch for a single occurrence, press Command-' (single 
quotation mark) or Shift-Command-" (double quotation mark). 

These commands let you type a plain single or double quotation 
mark if you’ve been typing curly quotation marks. 
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Selecting Text to Edit 


Once you’ve typed text, you can start to revise it. Basically, you select 
the text you want to work on and then apply a command or action to 
it. Mac Write II offers you many ways to select exactly the amount of 
text you need. 


To Show Invisible ■ Choose Show Invisibles from the View menu. 

Formatting Characters 

To be precise when editing and formatting your document, 
MacWrite II displays space, return, tab, and other formatting 
characters that are normally invisible. 


Document with invisible characters 
showing 


Normal space ■ 


Return for a new paragraph 

Return with a ruler change - 
Return within a paragraph — 


Tab 


Column break 
Page break — 
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MacWrite II’s formatting characters make it easy for you to edit text 
and format your document. When you make changes, you can see if 
you’ve left any extra spaces between words or put in one tab too 
many. 


To hide the formatting characters, choose Hide Invisibles from the 
View menu. 


To Show Invisible Formatting Characters 
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Selecting Text to Edit 


To Select One Word 
at a Time 


To Select All the Text 
in One Line, 
Paragraph, or Page 
Element at a Time 


To Select Areas of 
Text 


To Extend or Shorten 
Your Selection 


■ To select one word, double-click anywhere in the word. 

MacWrite II selects text by whole words rather than by characters, 
making selection easier when you’re editing text in small or 
italicized fonts. 

■ Click three times in the line you want to select. 

■ Click four times in the paragraph you want to select. 

■ Click five times in the page element you want to select. 

You can also click once in a header, main body of text, footer, or 
footnote page element and then choose Select All from the Edit 
menu. 

■ Drag through a line of text in either direction. 

■ Or drag across several lines of text in any direction. 

If you drag beyond the edge of the document window, MacWrite II 
scrolls the document as you continue to select text. 

1. Position the I-beam pointer. 

2. Holding down the Shift key, click where you want the extended or 
shortened selection to end. 

The text between your previous selection and the place you clicked 
is added to or removed from your selection. 
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To Select Large Areas 
of Text Quickly 


To Select a 
MacWrite II Special 
Character 


1 . Click at one end of the text you want to select. 

2. Move to the other end, using the scroll bar if necessary. 

3. Holding down the Shift key, click at the other end. 

All the text between the two places you clicked is selected. This 
technique is called Shift-clicking. 

1. Choose Show Invisibles from the View menu. 

2. Drag across the character to select it. 

You can select every MacWrite II formatting character by 
double-clicking. You can also select the special characters when 
they are invisible. 


To Select a MacWrite II Special Character 

l 
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Removing or Replacing Text 


To Remove Text and 
Keep It 


To Remove Text 
Forever 


MacWrite II helps you cut a phrase or replace it with a new one at the 
click of a button. 

1 . Select the text you want to remove from your document. 

2. Choose Cut from the Edit menu. 

The selected text is removed from your document and placed on the 
Clipboard, a temporary storage place in your computer’s memory. 

Use Cut if you intend to paste the text from the Clipboard into 
another part of your document or store it in the Scrapbook, a file in 
which you can keep your clippings. To restore the text, choose 
Undo before you take any other action or choose Paste from the Edit 
menu. 

♦ Remember Your selection will remain on the Clipboard until the 
next time you cut or copy. When you cut or copy again, the 
selection on the Clipboard is replaced by your new selection. 

If you want to see the text you’ve cut, choose Show Clipboard from 
the Edit menu. 

1 . Select the text you want to remove from your document. 

2. Choose Clear from the Edit menu or press the Delete key. 

When you remove text with Clear or with the Delete or Backspace 
key, your selection is not placed on the Clipboard and you cannot 
paste it anywhere. 

♦ Note If you want to restore your selection, choose Undo from the 
Edit menu before you take any other action. 
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To Replace Text 


1. Select the text you want to replace. 

2. Replace your selection by doing any of the following: 

□ Type new text. 

□ Choose Paste from the Edit menu to replace the selected text with 
the contents of the Clipboard. 


To Replace Text 
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Moving or Copying Text 


A large part of revision is moving phrases around. You can cut a word 
out of one paragraph and paste it into another, or you can make a copy, 
leaving the original behind, and paste the copy on another page. 

Normally, when you cut or copy a word, Mac Write II places it on the 
Clipboard, a temporary storage place in your computer’s memory. But 
for phrases that you think you may need to use again and again, or that 
you want to store for use at another session, you may want to use the 
Scrapbook, a file that stores those odd scraps for another day. 


To Move or Copy Text 


1 . Select the text you want to move or copy. 

2. Choose Cut or Copy from the Edit menu. 

Cut removes the text; Copy leaves the original text in place. Both 
place a copy of the selection on the Clipboard. 

3. Click where you want to put the contents of the Clipboard. 

Or select anything you want replaced. 

Or open another Mac Write II document and click where you want 
to place the material. 

♦ Remember Your text stays safe on the Clipboard between the cut 
and paste as long as you don’t cut or copy something else. 


4. Choose Paste from the Edit menu. 

A copy of the contents of the Clipboard appears where you clicked, 
and the insertion point moves to the end of the newly inserted 
material. 

Text that you move or copy will take on the format of the paragraph 
in which you paste it, but it will retain its original font, style, size, 
and color. 
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If you want to keep the old format in the new location, you must 
paste the material into a blank line, a paragraph that has no 
formatting. 


To Insert All the Text i. 

from Another 

Document 2 - 


Click where you want to insert the text. 
Choose Insert File from the File menu. 

You see the Insert File dialog box: 


Insert file dialog box 


Insert File 


Q Eyes Only | 


D Grauel-R Poem 


D Jury Tampering 
D Memo 

D Mock Carrot Cake Recipe 
D Trout 


O 


oDisk of Plenty 

CjEEElI] 

[ ] 


i °p en il 

[ Cancel ] 


Shout 


Rll auailable | 


Shorn 


Vfill Ruailable 
MacLUrite II 
Tent 

MacLUrite 
LUriteNoui 
Microsoft LUord 
Microsoft LUorks 
Microsoft LUrite 
PICT 

MacPaint 


The scrolling list is preset to show “All Available” documents, that 
is, documents in file formats that include MacWrite II, MacWrite, 
Microsoft Word, Microsoft Write, Microsoft Works, WriteNow, 
PICT, MacPaint^ and Text. 

To keep the scrolling list short, you can limit its contents to one 
kind of file format within the selected folder. Choose the one you 
want from the Show pop-up menu. 


To Insert All the Text from Another Document 


M3 




Moving or Copying Text 


To Store a Copy with 
Formatting 


3. Find the document you want in the scrolling list, click it, and then 
click Open. 

If the document you want is on a different disk, use the Eject and 
Drive buttons to switch disks and drives. 

The contents of the document you selected are placed in your 
document starting at the insertion point. Then Mac Write II scrolls 
the document to the end of the inserted text and puts the insertion 
point there. 

1. Select the text you want to use again. 

2. Choose Copy from the Edit menu. 

A copy of your selection is placed on the Clipboard. 

3. Open a new MacWrite II document and save it, or open a 
MacWrite II document you've already created for storing your 
clippings. 

If you’ve made a new document, name it “Clippings” or some other 
name that relates to the work you’re doing. 

4. Click where you want to place a copy of your selection and then 
choose Paste from the Edit menu. 

Your copy is placed at the insertion point. 

Storing your copies in a MacWrite II document lets you see your whole 
selection, cut or copy parts of it, and paste to your main document 
while keeping the formatting. To use this material, just keep your 
clippings document open while you work. 


1-14 


Creating and Editing Text 


To Store a Copy in the 
Scrapbook 


1. Select the text you want to use again. 

2. Choose Copy from the Edit menu. 

A copy of your selection is placed on the Clipboard. 

3. Choose Scrapbook from the Apple menu. 

That opens the Scrapbook desk accessory. If the Scrapbook is 
already open, click it to make it active. 

4. Choose Paste from the Edit menu. 

Your selection is pasted in a new page in front of the current 
selection you see in the Scrapbook. Text you paste into the 
Scrapbook always becomes Geneva, Plain Text, 12'point. Part of 
your selection may be hidden if it’s larger than the Scrapbook 
window. 



is from MacWrite II 


To Store a Copy in the Scrapbook 
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To Copy from the 
Scrapbook 


1 . Choose Scrapbook from the Apple menu. 

If the Scrapbook is already open, click it to make it active. 

2. Use the scroll bar to find the selection you want. 

The Scrapbook shows you one selection at a time. Click the scroll 
arrows or click in the scroll bar to go from one selection to the next. 

3. Choose Copy from the Edit menu. 

A copy of your selection is placed on the Clipboard. 

4. Click in your document where you want your copy placed. 

Or you can select anything you want replaced. 

5. Choose Paste from the Edit menu. 

A copy of the contents of the Clipboard appears where you clicked 
or replaces any other selection. The insertion point moves to the 
end of the newly inserted material. 
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Finding and Changing Text 


To Find Words or 
Characters 


Mac Write II can locate all the occurrences of a particular word or 
phrase in your document and can even replace it with a different word 
or phrase. MacWrite II can look for a word or any set of characters, 
even if they show up inside a longer word. 

You can also have MacWrite II pay attention to which letters are 
uppercase and lowercase so that it finds Mr. Furnace but ignores the oil 
furnace. 

For more information about changing the attributes of text, see 
“Changing the Font, Style, or Size Attributes of Text” in chapter 2. 

1. Click where you want the search to start. 

MacWrite II can find occurrences of text in the main body of text, 
header, footer, or footnote region of your document. The search will 
start where you clicked, go to the end of the document, wrap back to 
the beginning, and continue. MacWrite II searches through page 
elements in the following order: main body of text, header, footer, 
and footnotes. 

2. Choose Find/Change from the Edit menu. 

The Find/Change dialog box appears. It works just like any 
MacWrite II window; you can move it, and you can reactivate it if 
you’ve made another window active. 



Case Sensitive. 


To Find Words or Characters 
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3. In the "Find what" box, type the characters you want to find. 

You can enter up to 80 characters. 

For a list of MacWrite IPs special formatting characters that you can 
type in the “Find what” dialog box, refer to “Find/Change” in 
chapter 5. 

4. To find a group of characters as whole words, click Whole Word. 

Find/Change comes preset to search for the text anywhere, even if it 
appears as part of a word. Partial Word means that MacWrite II 
spots the characters whenever they appear, even in parts of other 
words. If you’re searching for be, MacWrite II finds be in all these 
places: be, Be, Ben, bee, because, maybe . 

Click Whole Word when you want to find occurrences of whole words 
you’re searching for Smith , the Whole Word setting lets you find Smith 
and smith but not Smithson or blacksmith. 

5. To match capitalization, click Case Sensitive. 

If you’re searching for Smith, the Case Sensitive setting finds Smith, 
Smiths , and Smithers but ignores smith. 

6. To find text in a certain font, size, or style, click Use Attributes. 

The Find/Change dialog box expands. Proceed as follows: 
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Expanded Find/Change dialog box 
with text attributes displayed 

Click Text if it is not selected. 

Click Font to find text in a particular 
font used in your document and 
then choose the font from the 
pop-up menu. 

Click Style to find text in a 

particular style and then choose 
each style you want. 

Click Size to find text of a particular 
size and then choose the size from 
the pop-up menu. 



Find what: 3 Tent 

Hi Find/Change 

Change to: 3 Tent 

ORB 

— speiunkirig 




3 Font 
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7. Click Find Next. 

MacWrite II finds the first occurrence of the text and highlights it. 
If you want to change the selected text, click in the document 
window to make it active. Your text remains selected, and you can 
paste or type a replacement. 

To find more occurrences of the specified text, click Find Next 
again. 

♦ By the way Click the zoom box to reduce the size of the 

Find/Change dialog box so you can keep the dialog box open on the 
desktop and see most of your MacWrite II document while you 
work. 


To Find Words or Characters 
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To Change Words or 
Characters 


1. Click where you want the search to start. 

2. Choose Find/Change from the Edit menu. 

The Find/Change dialog box appears. Fill it out as follows: 



style, click Use Attributes and then 
use the right side of the dialog box to 
tell MacWrite II what font, size, and 
style to apply to the text, when 
found. 


3. To change each occurrence of the text in the document one at a 
time, click Find Next. 

MacWrite II finds the first occurrence of the text and highlights it. 
If you don’t want to change this occurrence, click Find Next again. 
If you do want to make a change, click one of the options that 
follow: 

□ To change this occurrence and then find the next one, click 
“Change, then Find.” 

MacWrite II replaces this occurrence with your change and then 
finds the next occurrence and highlights it. 

□ To change this occurrence only, click Change. 
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Mac Write II replaces this occurrence with your change. You can 
find another occurrence, close the Find/Change dialog box, or 
activate the document window and make more changes later. 

4. To change all occurrences of the text in the document at once, click 
Change All. 

MacWrite II makes the changes and tells you how many were made. 
♦ Note You cannot Undo Change All. 


To Change Words or Characters 
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Working with Dictionaries 


When you ask Mac Write II to check your spelling, it looks up your 
words in two kinds of dictionaries — in the Main Dictionary and then 
in the User Dictionary. The dictionaries may be named Main 
Dictionary or User Dictionary or any other name. You can open and 
close different dictionaries while you’re editing a document, but only 
one Main Dictionary and one User Dictionary can be open at the same 
time. 

MacWrite II’s Main Dictionary contains more than 100,000 words. For 
trademarked terms, personal names and addresses, and local jargon, you 
can create your own dictionary to supplement the Main Dictionary. 

You must place dictionaries where MacWrite II can find them to use 
them automatically when you check spelling. 

To Set Up a Dictionary ■ Place the Main and User Dictionaries in the same location as the 

MacWrite II application. 

On a hard disk, place the dictionary in the same folder that contains 
the MacWrite II application. On a 800K disk, you can put both in 
the same folder, or place both onto the disk, outside of any folders. 
(You’ll have to drag the dictionaries out of the Dictionaries folder.) 

Or, 


■ Place the Main and User Dictionaries in the System Folder. 

If you are using two 800K disks, your system disk may not have room 
for the dictionaries. You can reduce the size of the System Folder by 
throwing away any resources you do not need. Do not throw away 
the following resources: System, Finder, Clipboard, Scrapbook, and 
printer resources. 
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To Install a Dictionary 

Install Dictionaries dialog box 

Click here if you are installing a ■ 
Main Dictionary. 


If you do not place your dictionary in the System Folder or in the same 
location as your Mac Write II application, you need to tell Mac Write II 
where to find it. Establishing the connection between your document 
and the dictionary is called installing the dictionary, described next. 

1. Choose Install Dictionaries from the Spelling menu. 

You see the Install Dictionaries dialog box: 


Select Dictionary: <•) Main O 

f 

Q Letters | G=D Disk of Plenty 

[ 6 * 1 

[ 0 m*<$ ] 

GO 

[ Cancel ] 


D Main Dictionary iS 




Currently Installed Dictionary : 
<None> 


2. Open the disk or folders that contain your dictionary. 

3. When the dictionary appears on the list, highlight it and then click 
OK. 

You have now installed a dictionary for this session. 

If you do not place the dictionary in the System Folder or with the 
MacWrite II application, where MacWrite II will find it automatically, 
you will have to repeat this installation procedure each time you restart 
the application. 


To Install a Dictionary 
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Working with Dictionaries 


To Switch 
Dictionaries 


1. Choose Install Dictionaries from the Spelling menu. 

You see the Select Dictionaries dialog box: 



The scrolling list displays the contents of the disk or folder 
containing a currently installed dictionary. If the folder contains any 
other dictionaries, their names appear on the list. You might have a 
User Dictionary you made, containing client names or uncommon 
technical terms. Or you may have a different Main Dictionary in a 
foreign language. 
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To Have MacWrite II 
Ignore Your User 
Dictionary 


To Create a New 
Dictionary 


If no dictionaries appear when you click Main or User, you have no 
dictionaries or the dictionaries are located in a different disk or 
folder. You must open that disk or folder to use them. 

2. Click the name of the dictionary you want and click OK. 

MacWrite II will now use that dictionary when checking your 
spelling. 

You can use only one Main and User dictionary at a time. To have 
MacWrite II consult additional dictionaries, have it check spelling 
with one and then install another dictionary and check spelling 
again. 

1. Choose Install Dictionaries from the Spelling menu. Make sure User 
is selected. 

2. Click None. 

That tells MacWrite II not to look in any dictionary other than the 
Main Dictionary when checking your spelling. To use your own 
dictionary again, you need to install it again. 

1. Choose Install Dictionaries from the Spelling menu. 

You see the Select Dictionary dialog box. 

2. Click User. 

The None and New buttons appear in the dialog box. 

3. Click New. 

A dialog box appears with a text box in which you can give your 
new dictionary a name. 


To Create a New Dictionary 
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4. Enter a name for the dictionary and click Save. 

That will now be the currently installed User Dictionary. 

MacWrite II will consult it and the Main Dictionary when checking 
your spelling. 

To Edit Your ■ To add a word to or remove a word from your new dictionary, 

Dictionary choose User Dictionary from the Spelling menu. 

The User Dictionary dialog box appears. Proceed as follows: 


User Dictionary dialog box 


To add the word to the list, click Add. 

To remove a word from the list, click 
the word and then click Remove. 


Type the word you want to add in the 
Entry text box or select a word in the 
list and edit it in the box to create a 
new word. 



User Dictionary: User Dictionary 


RppleUJorks 

FileMaker 
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— 

OK 


Entry:/ Dusicorp 

Cancel ] 



You can create special dictionaries for different jobs, including product 
names, trademarks, codes, people’s names and addresses, and foreign 
terms that the Main Dictionary would not recognize. 
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Checking Your Spelling 


To Check What 
You've Written 


When it checks the spelling of a word, passage, or document, 

MacWrite II looks each word up in its Main Dictionary, which contains 
more than 100,000 words, and in the User Dictionary. If MacWrite II 
can’t find a word in the dictionary, it considers the spelling 
questionable. The word may be someone’s proper name, a word that is 
not in the dictionary, or, perhaps, a real misspelling. If the word is 
correct and you want MacWrite II to recognize it in the future, you can 
add it to the User Dictionary. 

You can also have MacWrite II check your spelling as you go and alert 
you as soon as you type a word that is not in the installed dictionaries. 

■ To check a selected word or passage, choose Check Selection from 
the Spelling menu. 

■ To check the page element the insertion point is now in, choose 
Check Main Body (or Header, or Footer, or Footnote) from the 
Spelling menu. 

■ To check the whole document, choose Check All from the Spelling 
menu. 

MacWrite II checks whatever part of the document you asked it to and 
reports the results in the Spelling dialog box. 

When you ask MacWrite II to check the whole document, it checks the 
headers, footers, footnotes, and the main body of text, in sequence, 
stopping only when it finds a questionable spelling. 

If you want MacWrite II to pause after checking each page element so 
you can note the status of that section, turn off Auto Continue in the 
Spelling Options dialog box. The status line will tell you when 
MacWrite II is finished checking a page element. Press Continue to 
check the next page element. 


To Check What You’ve Written 
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Spelling dialog box 

The word MacWrite II questions. 
You can revise the word here if 
the correct word isn't on the list. 


MacWrite M's suggestions. If you 
see the correct word in the list, 
highlight it and click Replace. 

If you're not sure of your revision, 
click Check. 

If you don't care about this word, 
click Skip. 

If you want the User Dictionary to 
recognize this word in the future, 
click Learn. 

To have MacWrite II displaythe - 
questionable word, underlined 
and in context, click the little flag. 

Click to replace the misspelled — 
word with the proper spelling. 


UJordN 



Spelling 


spellng 


spelling 


spilling 

splaying 

spoiling 

spooling 


Status: Questionable Spelling 

1 Instance 



Replace 111- 1 — i 


, [ Check ] 
Skip ] 

[ Learn ] 

[ Cancel ] 


oms in Main Body 
lestionable Words 


The first questionable word appears at the top of the window in the box 
named Word. Below it on the left, you see a numbered list of 
MacWrite II’s best guesses as to the word you meant; if your word 
stumps MacWrite II, the box is empty. Below the list, MacWrite II tells 
you how many instances of the questionable spelling it found. When 
you correct the spelling, all those instances will be corrected at the 
same time. 


On the right are buttons offering you actions you may want to take. 

The little flag lets you expand the Spelling dialog box to display the 
questionable word in context. You see the word underlined at the 
bottom of the dialog box, surrounded by several words from the 
sentence in which it is contained. 
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To Replace the 
Misspelled Word 


To Revise the 
Misspelled Word 


1. Scan the list of suggestions below the Word box. 

2. When you see the correct spelling, click it and then click Replace. 

The misspelling in your document is replaced by the correct word. 
All instances of the misspelled word that MacWrite II found are 
replaced at one time. 

You can also press the combination of keys indicated next to the 
correct word or double-click the word, and MacWrite II will put 
that word into your document in place of the misspelled one. 

If MacWrite II found other questionable words, the highlighting in 
your document moves to the next one, and MacWrite II displays 
that word in the Word box. 

1 . Rewrite the word in the Word box. 

Click in the box where you want to insert something and then type. 
To delete a character, click to the right of it and press the Delete 
key. 

2. To see if your revision is correct, click Check. 

MacWrite II looks up your new version in the dictionary. If the 
spelling is correct, you’re told so in the status line at the lower left of 
the window. 

If MacWrite II can’t find the word in the dictionary, you’re told that 
the spelling is still questionable, and, if possible, MacWrite II will 
suggest words you may have intended. 


To Revise the Misspelled Word 
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To Skip a Word 


To Teach MacWrite II 
Your Word 


To Check As You Go 


3. When you have corrected the word, click Replace to put it into your 
document. 

MacWrite II replaces the mistake with the correction and then 
moves the highlighting to the next questionable word, which it puts 
in the Word box for you to consider. 

■ If the word is correct and you do not want to add it to your 
dictionary, click Skip. 

Once you skip a word, MacWrite II won’t come back to it in this 
round of checking. But if you ask MacWrite II to check the passage 
again, the word will be brought to your attention again as a 
questionable spelling. 

■ If you want to skip all the rest of the words, click Cancel. 

■ To add the word to your own dictionary, click Learn. 

The word is placed in your User Dictionary or any other special 
dictionary you have installed in MacWrite II during this session. 

From now on, when you ask MacWrite II to check your spelling 
with this dictionary installed, this spelling of the word will be 
recognized as correct. 

1. Choose Spelling Options from the Spelling menu. 

You see the Spelling Options dialog box: 
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Spelling Options dialog box 


To check spelling as you type, click 
one. 


To have the Spelling dialog box 

appear where you place it, click here. 


Spelling Options 

Spell as you type: 

® Off 

C O Beep on questionable spellings 
O Flash menu bar on questionable spellings 

Dialog placement: 

<•) Automatic 
— O User defined 

0 Auto Continue 

IO 


Cancel 




2. In the dialog box, click Beep or Flash to indicate how you want to 
be alerted to a questionable spelling. 

3. Click OK. 

4. Begin typing your text. 

Mac Write II will alert you whenever you type a word not in the 
installed dictionaries. 

5. When alerted, correct the last word you typed, or for help, choose 
Spell Word from the Spelling menu. 

If you chose Spell Word, you will see the Spelling dialog box. If the 
word appears in the list of MacWrite II’s suggestions, click it and 
then click Replace. If MacWrite II has no suggestions, edit your 
word and then click Check to see if the edited word is correct or to 
see if the revised word reminds MacWrite II of any other words you 
can replace it with. 


To Check As You Go 
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Counting Words 


To Count the Number 
of Words in a 
Selection 


Spelling dialog box 


The number of words in your 
selection. 


To Count All the 
Words in a Page 
Element 


Want to know if your article meets the editor’s request for a thousand 
words? MacWrite II can count words for you. 

■ Drag across the text you want to count and then choose Check 
Selection from the Spelling menu. 

You see the Spelling dialog box: 


Spelling 


UJord: 
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|| Replace Jj 

K1 

curtains 

<> 

( Check ] 

%2 
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383 
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385 
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( Sk 'P ) 

( Learn ] 

386 



( Cancel ] 


Status: Questionable Spelling y Q4 Wordsin Selection 

1 Instance 7 Questionable Words 


At the bottom, MacWrite II tells you how many words are in your 
selection. 

1. Click once in the page element you want (the main body of text, 
header, footer, or footnote). 

2. Choose a command from the Spelling menu to start the word count. 

Check Main Body will total all the words on every page of the main 
body of text in your document. Check Header and Check Footer 
will count the words in the header and footer, respectively. Check 
Footnotes counts the words in each footnote, beginning with the 
first footnote. 

To count every word in your document, add up the word counts for 
the page elements. 
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Hyphenating 


To Show MacWrite II 
Where to Hyphenate 


You can set MacWrite II to go through your whole document, 
automatically placing hyphens in words that need to be broken at the 
ends of lines. 

MacWrite II follows the usual rules for hyphenating words. You can 
override those rules so that MacWrite II hyphenates a word your way. 
You can also tell MacWrite II never to hyphenate certain words so that 
they always appear whole. Essentially, you create a short list of 
exceptions to the rules, and MacWrite II consults that list — and the 
rules — whenever you tell it to start hyphenating a document. 

■ If you want to specify where a hyphen will occur for one instance of 
a word if it is ever needed, press Command while typing the hyphen 
in the word. 

The hyphen does not appear, but MacWrite II remembers that’s 
where you’d like the hyphen to go if, when paragraphs are 
reformatted, the word is broken at the end of a line. This kind of 
hyphen, a discretionary hyphen, overrides any hyphenation you may 
have dictated as part of the list of exceptions to the rules; it 
overrides the rules too. 

MacWrite II will apply this kind of hyphen to a single occurrence of 
the word whenever appropriate — whether or not you have turned 
on Automatic Hyphenation. 
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m Choose Hyphenation Exceptions from the Spelling menu if you want 
to specify where a hyphen will occur for every instance of a word if 
it is ever needed. 


Hyphenation Exceptions dialog box 


Click to add this hyphenation to the- 
list. 


Click to remove a highlighted 
hyphenation. 


Type the word with hyphens where- 
you want them. 


Hyphenation Exceptions 


cross-reference 


1 England 


hard-copy 


a 




[ Remoue ) 

( °K I 


Entryj , 


Shake-speare 


Cancel 


To Have MacWrite II 
Hyphenate 


To Keep a Word from 
Being Hyphenated 


If you would like to ensure that a specific word is never broken with 
a hyphen at the end of a line, type the word, without hyphens, in 
the dialog box. 

Hyphenation exceptions are only implemented when you have 
chosen Auto Hyphenate from the Spelling menu. 

■ Choose Auto Hyphenate from the Spelling menu. 

MacWrite II will now insert a hyphen in any word that comes close 
to the right margin or column guide, to even out the spacing 
between words in that line — rather than dropping that word down 
to the next line. MacWrite II will follow your list of exceptions, and 
if the word isn’t there, apply the regular rules. 

1 . Choose Hyphenation Exceptions from the Spelling menu. 

2. Type the word without any hyphens. 
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3. Choose Add and then Click OK. 


To Type Hyphens 

Standard hyphen: on-screen 


Em dash: Typing — it's easy. 


En dash: 8 A.M. -10 P.M. 


Whenever you choose Automatic Hyphenation, MacWrite II will 
not hyphenate this word. Of course, if you’ve specified a 
discretionary hyphen for some instance of the word, it will be 
hyphenated in the way you specified. 

■ To make a standard-length hyphen, press the hyphen key (-). 

■ To make a nonbreaking standard-length hyphen, press 
Command-Option-hyphen. 

The words connected by a nonbreaking hyphen are always kept 
together, even when you have MacWrite II hyphenate your 
document. 

■ To make a standard-length discretionary hyphen, press 
Command- hyphen. 

An invisible hyphen appears that tells MacWrite II where you’d like 
a hyphen to go, if it’s ever necessary. 

For more information about discretionary hyphens, see “To Show 
MacWrite II Where to Hyphenate” earlier in this chapter. 

■ To make a long dash (em dash), press Shift-Option- hyphen. 

A long dash about as wide as an uppercase M appears in the font 
you’re using. Use em dashes where you would normally use two 
hyphens for a dash. 

■ To make a short dash (en dash), press Option- hyphen. 

A short dash half the length of an em dash appears. Use en dashes 
between numbers and dates. 


To Type Hyphens 
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Formatting 


Formatting changes the appearance of text. You can apply formatting to 
an entire document, one or more paragraphs, a word or phrase, or even 
an individual character. 

You can set the size of your page, and create borders all around with as 
much white space as you want. MacWrite II lets you create a title page, 
display and print pages with multiple columns, and make facing pages 
when you want to print on both sides of a page. 

Technical documents and papers often require footnotes, tables, and 
pictures. MacWrite II lets you use all of them. You can emphasize the 
meaning of what you’ve written by changing fonts, sizes, and styles. 


Formatting 
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Laying Out a Document 


You can set up a new document to fit the needs of your work before you 
begin typing, or you can put your ideas into words and then format 
them. Either way, you’ll want to begin by setting the options that apply 
broadly across your whole document. 


To Change Page Size ■ Choose Page Setup from the File menu, 

and Orientation 

You see the Page Setup dialog box: 



Page Setup dialog box 

Click the paper size you want. 


Click if you want a horizontal page. 


In general, choose the kind of printer you intend to use before you 
write. The LaserWriter doesn’t print as close to the edge of the page 
as the Image Writer does, so if you switch printers just before you 
print, you may find your tabs and line widths modified. 

The options offered in the Page Setup dialog box depend on the 
printer, the version of the printing resource, and the version of the 
system files you’re using. Refer to your Macintosh and printer user 
guides for detailed information about printing procedures. 

For more about page sizes, refer to the description of the Page Setup 
command in “File Menu,” chapter 5. 
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■ Choose Show/Hide Page Guides from the View menu. 


To Show or Hide 
Guide Lines 



To Set or Change 
Page Margins 


Page guides let you see page margins, column division lines, and the 
boundaries between page elements. Display page guides to see how 
text will fit on your page. Hide them when you want to see exactly 
how your finished page will appear. 

Page guides do not print. 

1. Choose Page from the Format menu. 

You see the Page dialog box. 


To Set or Change Page Margins 
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2. Proceed as follows: 


Page dialog box 


Width of your page between 
margins 


Type the margins you want in the 

boxes. 


To see how your change looks, click 
Apply. 



□ Left/Right Pages □ Title Page 


pMargins- 

— N 


^Columns 


Top: 

|1 in 

\ 

Number Of: 

|i 

Bottom: 

1 in 

\ 

Space Between: | 

0.16? in 

Left: 

1 in 


\ 

Width Of Page : 6.5 in 


Right: 

1 in 

( Bpplg ] Cancel j 

y 

(LjlJ 


To Make Facing 
Pages and Set 
Margins 


Page margins are the spaces between text areas and the edge of the 
paper. There is a separate margin for the top, bottom, left, and right 
sides. MacWrite II presets all the margins to 1 inch. 

When you click Apply, the margins you specified are temporarily 
applied to your document and the text is repositioned. If you want 
to experiment with other settings, type them in the appropriate 
boxes and then click Apply again. You can try as many settings as 
you like, and you can move the Page Format dialog box for a better 
view. You must click OK to save your new margins, or Cancel to 
keep the original margins. 

1 . Choose Page from the Format menu. 

You see the Page dialog box. 

2. Click Left/Right Pages and then proceed as follows: 
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Page dialog box set for left and 
right pages 

Left/Right Pages checked 


Type the margins you want in the 
boxes. 


To see how your change looks, 
click Apply. 


Page 


-[X] Left/Right Pages □ Title Page 




pMargins- 


- 

.-Columns 


I— 


Top: 

I 1 in 1 


Number Of: 

[T - 



Bottom: 

1 in 


Space Between: 

0.16? in 



Inside: 

1 in 


Width Of Page : 6.5 in 


— 


Outside: 

1 in 

| Apply ] [ Cancel 

LjlJ 


f ill Page I 

Left-Right page icon 


When you click Left/Right Pages, MacWrite II changes the Left and 
Right margin options to Inside and Outside. That lets you make 
margins that correctly position the text on each page for printing on 
both sides of the paper. Set the inside margin wide enough to allow 
for the binding method you’re going to use. 

MacWrite II displays a Left>Right page icon to the left of the page 
number. The highlighted page shows you whether the insertion 
point is currently located on a left or right page. 


To Make Facing Pages and Set Margins 
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Laying Out a Document 


To Make Multiple 
Columns 


■ Choose Page from the Format menu. 

You see the Page dialog box. Proceed as follows: 



click Apply. 


Mac Write II lets you make up to ten columns of equal width on a 
page. Column width is determined by your choice of page size, page 
orientation, and left and right margins, as well as the number of 
columns and the amount of space between them. 
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Page with rulers and columns 


Column width - 
Column guides 


6 File Edit Font Size Style Format Spelling Uieui 
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In King Lean the 
storm assaults, 
surrounds, confuses, 
terrifies, drenches the 
poor devils caught out 
on the heath. In The 
Tempest Prospero 
creates and calms the 
storm, admiring it 
from a distance as a 
playwright might 
regard his own first 
act. In King Lear we 
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The center of 
Shakespeare's interest 
has shifted from 
tragedy to poetic 
commentary on his 
own life; from a cry 
of pain to a summing 
up. 

In King Lear, too, 
the storm is real. It 
has real water, real 
[wind. But in The 


' i 


O 


Like a work of art, it is j 
neatly framed 
between speeches by j 
its inventor. The 
T empest is, in a way, j 
Shakespeare's 
reflections on having j 
staged King Lear. 

^ 7+C 
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Text flows down until it reaches the bottom of a column and then 
flows down the next column. 


To Make a Title Page 1. Choose Page from the Format menu. 

You see the Page dialog box. 

2. Click Title Page. 

That makes the initial page of your document a title page. The title 
page does not contain a header, footer, or columns. 

♦ By the way When the insertion point is in the title page, the 
header and footer commands on the Format menu are dimmed. 


To Make a Title Page 
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Laying Out a Document 


To Change the i. 

Starting Page Number 


Choose Preferences from the Edit menu. 

You see the Preferences dialog box. 


-Page Number 

® Current Page # 
O Current 


of 


Total 


Starting Page # 


Page Number box in the 
Preferences dialog box 


2. In the Page Number box, type a number in the Starting Page # box. 

The page number of the initial page in your document is changed. 
All subsequent pages will be numbered from this new page number. 


To Change the Unit Of 1 . To change the unit of measurement, choose Preferences from the 

Measurement Edit menu. 

You see the Preferences dialog box. 


Measure: 


^Inches 
Inches Decimal 
Picas 
Points 
Millimeters 
Centimeters 


Measure pop-up menu in 
Preferences dialog box 


2. Choose the unit of measurement you want from the Measure pop-up 
menu. 

MacWrite II changes the unit of measurement displayed on the ruler 
and in the formatting dialog boxes to reflect the new unit of 
measurement. When you use either dialog box to change a 
measurement, you can enter a number in any of the measurements 
available in MacWrite II. After you click OK, the measurement will 
be converted to the unit of measurement currently set in the 
Preferences dialog box. 


The actual sizes of page elements remain unchanged, so you can 
change the unit of measurement at any time, and as often as you 
need to. MacWrite IPs preset unit of measurement is inches. 


For more about units of measurement, see the Preferences command 
in “Edit Menu,” chapter 5. 
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Creating Footnotes 


To Set Footnote 
Location and 
Numbering 

-Footnotes 

® End of Page 
O End of Document 
[X] fluto Number Footnotes 
Starting Number 1 


Footnotes box in the 
Preferences dialog box 


Mac Write II lets you create a footnote region at the bottom of the page 
(above the footer) or gather footnotes at the end of your document. 

You can choose to have footnotes numbered automatically or create 
your own numbering. 

1 . Choose Preferences from the Edit menu. 

You see the Preferences dialog box. 

2. To show footnotes at the end of your document, click End of 
Document in the Footnotes box. 

MacWrite II adds a new page at the end of your document and 
displays all your footnotes there. 

MacWrite IPs preset footnote location is End of Page, which 
displays your footnotes at the bottom of each page in a footnote 
region. If you have a footer element, the footnote region is located 
above it. 

You can change the location of footnotes at any time. MacWrite II 
places them in the new location. 

3. Enter the number you want to begin with in the Starting Number box. 

Each footnote you add is numbered sequentially. MacWrite II 
automatically renumbers footnotes when you cut, copy, paste, or 
insert a new footnote. 

4. To assign characters other than numbers to footnotes, deselect Auto 
Number Footnotes. 

You can now mark the footnotes with your own letters or symbols. 


To Set Footnote Location and Numbering 
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Creating Footnotes 


To Insert a Footnote 


1. Click where you want to insert a footnote in the main body of the 
text. 

2. Choose Insert Footnote from the Format menu. 

When Auto Number is on, a footnote number appears where you 
clicked and a footnote with the same number is placed in the 
footnote region. The footnote number in the main body of the text 
appears in the same font, size, style, and color as the character 
preceding it. You can change the attributes of the number at any 
time. 

MacWrite II puts the insertion point after the number in the 
footnote region so you can begin typing the text of the footnote 
immediately. MacWrite IPs preset footnote text is Helvetica, 
10-point, Plain. You can edit and format the text in the usual way. 

When Auto Number is off, you see the Insert Footnote dialog box. 
In the Mark Footnote With box, you can type up to nine characters 
to mark your footnote. 

3. Type your footnote text. 

MacWrite II also creates a line that extends one-third of the way 
across the page to separate the footnote region from the main body 
of text. 
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Footnote region at the bottom of a 
page 


Footnote character 

Footnote region (bottom of page) 


6 File Edit Font 
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— 1 Research Findings of Commission on Verification, U.S. Government 
Printing Office, V&shington, D.C., 1987. 
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4. To resume typing at the place where you inserted the footnote, press 
Command-Return. 

The insertion point moves to the right of the footnote you inserted 
in the main body of text, and you can resume typing where you left 
off. 

To Remove a Footnote I. In the main body of text, select the footnote number that you want to 

remove. 

2. Choose Cut or Clear from the Edit menu. 

The footnote number is removed from the main body text and the 
footnote from the footnote region. When Auto Number is turned 
on, the remaining footnotes are renumbered. 


To Remove a Footnote 
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Creating the Header and Footer 


You can use headers and footers to make a custom letterhead, to repeat 
chapter titles, or to position page numbers in the same place on every 
page. 

A header is a page element located at the top of a page between the top 
margin and the main body of text of the page. A footer is a page 
element located at the bottom of a page between the bottom margin 
and the main body of text or the footnote region, if there is one. Both 
are as wide as the main body of text. 

You can put any information in a header or footer that you want to 
appear on every page of your document, or on right or left pages only, 
including text, pictures, page numbers, dates, and times. When you 
change the content of a header or footer, every header or footer in the 
document changes. 

To Create a Header or ■ Choose Insert Header or Insert Footer from the Format menu. 

Footer 

MacWrite II creates a header or footer element and puts the 
insertion point at the top line so you can begin typing immediately. 
The header or footer automatically grows to include the text you 
type. 
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MacWrite II page with header and 
footer 


Header region ■ 


Header resizing handle ■ 
Main body of text 


Footer region 
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Susie Picture... 


Insert Header 


Insert Footer ► 


Insert Footnote i>&8F 
Insert Page Break 
Insert Column Break 
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Insert Header submenu 


When your document has left and right pages, the Insert Header and 
Insert Footer commands display submenus. Choose one of the 
following from the submenu: 

□ To create a header or footer on every page, choose All. If you’ve 
created left and right pages, any text, graphics, dates, times, or page 
numbers will appear on every page. 

□ To create a header or footer on every left page, click in a left page 
and then choose Left. The insertion point must be located in a 
left-hand page. 

□ To create a header or footer on every right page, click in a right page 
and then choose Right. The insertion point must be located in a 
right-hand page. 


To Create a Header or Footer 
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Creating the Header and Footer 


To Remove a Header 
or Footer 


To Change the Size 


The menu commands subsequently change to Remove Header or 
Remove Footer. 

♦ Remember You can’t put a header or footer on a title page. 

■ Choose Remove Header or Remove Footer from the Format menu. 

When your document has left and right pages, the Remove Header 
and Remove Footer commands display submenus. Choose one of 
the following: 

□ To remove a header or footer from every page, choose All. 

□ To remove a header or footer from every left page, choose Left. 

□ To remove a header or footer from every right page, choose Right. 

♦ Note You cannot use Undo on Remove Header or Remove Footer. 
Any text or graphics will be removed permanently. 

1. Click in the header or footer to make it active. 

A handle appears on the boundary line between the header or footer 
and the main body of text. 

2. Drag the handle up or down. 

You can resize the header or footer by dragging the handle up or 
down, but you cannot make it smaller than the number of lines it 
contains. 
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Page and Column Breaks 


To Insert a Page 
Break 


To Remove a Page 
Break 


To Insert a Column 
Break 


MacWrite II lets you start the next page or column without typing 
returns or creating blank lines. You can start a new page while you’re 
typing; and you can create a new page anywhere in an existing 
document. 

1. Click where you want to end a page. 

2. Choose Insert Page Break from the Format menu. 

MacWrite II inserts a page break where you clicked, and moves the 
insertion point and anything that follows it to the first line of the 
next page. When there isn’t room for the text that follows the 
insertion point, MacWrite II adds a page to your document. 

The header or footer is not affected by the page break. Footnotes are 
moved along with any text. 

1. Select the page break character. 

If MacWrite II’s formatting characters aren’t showing, choose Show 
Invisibles from the Format menu to display them. 

2. Choose Cut or Clear from the Edit menu. 

The page break is removed, and the text that followed it moves to 
the end of the last line in the preceding page. 

The header or footer is not affected by removing the page break. 
Footnotes are moved along with any text. 

1. Click where you want to end a column. 


To Insert a Column Break 


2-17 


i 


Page and Column Breaks 


To Remove a Column 
Break 


2. Choose Insert Column Break from the Format menu. 

Mac Write II inserts a column break where you clicked, and moves 
the insertion point and anything that follows it to the first line of 
the next column. When there isn’t room for the text that follows 
the insertion point, MacWrite II adds a page to your document. 

1. Select the column break character. 

If MacWrite II’s formatting characters aren’t showing, choose Show 
Invisibles from the Format menu to display them. 

2. Choose Cut or Clear from the Edit menu. 

The column break is removed, and the text that followed it moves 
to the end of the last line in the preceding column. 
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Indenting, Splitting, and Joining Paragraphs 


To Change the Indents 
of a Paragraph 


To emphasize a paragraph or set it off from adjoining paragraphs, you 
may want to indent it. 

MacWrite II lets you change the amount of space between paragraph 
text and the margins or column guides. You set page margins and 
column guides for a whole document; you create indents for selected 
paragraphs. 

When you set indents before you type, the first paragraph and 
subsequent paragraphs are created with the indents you set. You can 
also change the indents of existing paragraphs one by one, or several at 
a time. 

1 . Click anywhere in a paragraph you want to change, or select 
several paragraphs. 

2. If it is not already displayed, choose Show Ruler from the Format 
menu. 

The ruler displays the settings for the paragraph you selected. When 
you select several paragraphs, the ruler shows the settings for the 
first paragraph. 

Proceed as follows: 


To Change the Indents of a Paragraph 
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Indenting, Splitting, and Joining Paragraphs 


MacWrite M's paragraph indent 
markers 

Drag the left indent marker to set — 
the distance from the text to the left 
margin or column guide. 

Drag the first line indent marker to - 
indent the first line of the paragraph 
from the left side of the text 

Drag the right indent marker to set- 
the distance from the text to the 
right margin or column guide. 


* 

File Edit Font Size 

Style Format Spelling 

Uiew 



lioi 


. . .. Tempest 


— -ED! 

,, i l 

•v'7i ,2 ‘' 


,; |6 


H 
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MacWrite II creates a space between the text of the entire 
paragraph and the margin or column guide. Adjust the indent 
markers until you get the spacing you want. The first line marker 
moves with the left indent marker. 


To create paragraph indents more precisely: 

1. Click anywhere in a paragraph you want to change, or select 
several paragraphs. 

2. Choose Paragraph from the Format menu. 

♦ By the way You can also double-click a paragraph marker on the 
ruler to open the Paragraph dialog box. 
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You see the Paragraph dialog box. Proceed as follows: 


Paragraph dialog box 


Type the measurements you want in 
the Left Indent, First Line, and/or 
Right Indent boxes. 

To see how your new indent appears, 
click Apply. 
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[ Apply ) [ Cancel ] |[ OK j 


The units of measurement are those you set for your document. The 
preset unit of measurement is inches. 

Measurements for the left and right indents are made from the left 
edge of the page. The first line indent is measured from the left 
indent marker. 

When you click Apply, the indents you typed are temporarily 
applied to your document, and the text is repositioned to fit them. If 
you want to experiment with other settings, type them in the 
appropriate boxes and then click Apply again. You can try as many 
settings as you like, and you can move the Paragraph dialog box for a 
better view. If the ruler is showing, you see the paragraph markers 
change to reflect your new settings. Click OK to save your new 
settings or click Cancel to keep your original settings. 

♦ By the way While the Paragraph dialog box is active, you can drag 
any indent marker on the ruler and see the measurement displayed 
in the corresponding box. 


To Change the Indents of a Paragraph 
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Indenting, Splitting, and Joining Paragraphs 


To Indent the First 
Line of a Paragraph 


1. Click anywhere in a paragraph you want to change, or select 
several paragraphs. 

2. If it is not already displayed, choose Show Ruler from the Format 
menu. 

The ruler displays the settings for the paragraph you selected. When 
you select several paragraphs, the ruler shows the settings for the 
first paragraph. 

3. Drag the first line indent marker to the desired position. 

The first line indent marker looks like an upside-down T. 
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To set the first line indent more precisely: 


1. Click anywhere in a paragraph you want to change or select several 
paragraphs. 

2. Choose Paragraph from the Format menu. 


Indented first line 


You see the Paragraph dialog box. 


♦ By the way You can also double-click an indent marker on the 
ruler to open the Paragraph dialog box. 


3. Type the measurement you want in the First Line box. 

The units of measurement are those you set for your document. The 
preset unit of measurement is inches. 

4. To see how your new indent appears, click Apply. 

If the ruler is showing, you see the indent markers change to reflect 
your new settings. 

5. Click OK to save your new settings. 
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1. Click anywhere in a paragraph you want to change, or select 
several paragraphs. 

2. If it is not already displayed, choose Show Ruler from the Format 
menu. 

3. Drag the left indent marker to set the width of the paragraph and 
then drag the first line indent marker to the left. 

The first line of the paragraph now “hangs” to the left of the body of 
the paragraph. 

To set the hanging indent more precisely: 

1. Click anywhere in a paragraph you want to change, or select 
several paragraphs. 

2. Choose Paragraph from the Format menu. 

The Paragraph dialog box appears. 

3. Type a left indent measurement in the Left Indent box. 

The left side of the paragraph is indented that distance from the left 
margin or column guide. 

4. In the First Line box, type a minus sign and then the measurement 
you want. 

The minus sign tells MacWrite II to move the first line to the left 
the distance you typed. 

5. To see how your new indent appears, click Apply. 

6. Click OK to save your new settings. 


To Make a Hanging 
Indent 


File Edit Font Size Style Format 
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To Make a Hanging Indent 
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Indenting , Splitting , and Joining Paragraphs 


To Split or Join 
Paragraphs 


■ Click where you want to split a paragraph and then press Return. 

The text to the right of the insertion point moves down to the 
beginning of the next line, creating a new paragraph. 

■ To join paragraphs, select the return character between the 
paragraphs you want to join and then press Delete. 

When you delete returns and page or column breaks between the 
paragraphs you want to join, the text moves up to the end of the last 
line in the previous paragraph. 

If MacWrite IPs formatting characters aren’t already showing, 
choose Show Invisibles from the View menu, which will make 
selecting them easy. 


2-24 


Formatting 


Aligning and Tabbing Text 


To Change Text 
Alignment 


When you open a new document, MacWrite II’s preset alignment is 
flush left: every line of text is aligned with the left margin. You can 
change the alignment of each paragraph for either or both margins, and 
for any paragraph indents you make. 

Tab stops let you precisely position text in a line so you can create a 
table, for instance, without using the Space bar to add spaces between 
the columns. 

1 . Click anywhere in a paragraph you want to change, select several 
paragraphs, or choose Select All from the Edit menu. 

2. If it isn't already showing, choose Show Ruler from the Format 
menu. 

The ruler displays the alignment setting for the paragraph you 
selected. When you select several paragraphs, the ruler shows the 
settings for the first paragraph. If the text alignment icons are 
hidden, double-click under the numbered scale on the ruler to 
display them. 

3. Click the appropriate alignment button. 

You see the new alignment for the paragraphs you selected. 


Alignment buttons on ruler 
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To Change Text Alignment 
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Aligning and Tabbing Text 


The justify button expands every line in a paragraph to fill the space 
between margins or paragraph indents. Mac Write II justifies all lines 
in a paragraph except the last one. Justification does not change the 
alignment of text at tab markers. 


To Set Your Own Tab 
Stops 


1. Select a paragraph in which you want a tab stop, or select several 
paragraphs, or choose Select All from the Edit menu. 

2. If it isn't already showing, choose Show Ruler from the Format 
menu. 

The ruler displays the settings for the paragraph you selected. When 
you select several paragraphs, the ruler shows the settings for the 
first paragraph. If the tab boxes are hidden, double-click in the 
white space on the ruler to display them. 


MacWrite M's tab markers 


Use an align left tab markerto keep 
the tab stop to the left of text you 
type. 

Use an align centertab markerto - 
keep the tab stop in the center of 
text. 
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Use an align on tab markerto align 
text on either side of a specific 
character you choose. MacWrite II 
is preset to align on a decimal 
point. 

Use an align right tab markerto 
keep the tab stop to the right of 
text. 



For more information about the align on tab marker, see “To Specify 
a Tab Alignment Character” later in this chapter. 


3. Drag a tab marker from one of the tab marker boxes and position it 
on the ruler where you want to set a tab stop. 
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Later, when you’re typing and you press the Tab key, the insertion 
point jumps to the tab stop. 

To see the tab stop formatting characters in your document, choose 
Show Invisibles from the View menu. 

♦ Note MacWrite II has preset align left tab stops that are invisible, 
spaced every half- inch along the ruler. Just press Tab to move the 
insertion point to the next preset tab stop. When you set a tab stop 
of your own, MacWrite II removes the preset tab stops. 

You can also use MacWrite II’s Tab dialog box to set tab stops. 

To Set Several Tab I. Choose Tab from the Format menu or double-click one of the tab 

Stops Quickly markers on the ruler. 

You see the Tab dialog box. 

MacWrite II’s preset tab alignment option is Left. When you 
double-click a tab marker box or a tab marker you’ve placed on the 
ruler, MacWrite II opens the Tab dialog box with that kind of tab 
marker chosen in the Alignment box. Proceed as follows: 


Tab dialog box and the MacWrite II 
ruler 


Click the kind of tab marker you 

want 

Click the ruler where you want to set 
a tab stop. 

After you place a tab marker, its — 
position appears here. 
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To Set Several Tab Stops Quickly 
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Aligning and Tabbing Text 


To Specify a Tab 
Alignment Character 


2. Click the numbered scale on the ruler where you want to set a tab 
stop. 

A tab marker appears on the ruler where you clicked. After you 
create a tab stop, MacWrite II displays its precise distance from the 
left edge of the page in the Position box. 

Click the ruler again to make more tab stops. You can choose a 
different kind of tab marker at any time. 

3. Click OK to save your new tab stop settings or click Cancel to keep 
your old settings. 

To set tab stops more precisely: 

■ In the Position box, enter the distance you want between the left 
edge of the page and the tab and then click OK. 

Every time you type a location and then click Apply, MacWrite II 
puts a tab marker on the ruler at the location you typed and selects 
the text in the Position box so you can immediately type another 
location for the next tab stop you want to set. 

1. Choose Tab from the Format menu or double-click the “align on" tab 
marker box on the ruler. 

You see the Tab dialog box. 

Make sure the Align On button is selected and type the character 
you want in Align On box. 

2. In the Align On box, type the character you want. 

For instance, to align a column of formulas on the equal sign, type 
an equal sign ( = ) in the Align On box. Later, when you tab to the 
align on tab stop, text that you type will appear to the left of the tab 
stop. Type an equal sign, and subsequent text will appear to the 
right of the tab stop. 
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Text aligned around an equal sign 

The Align On tab marker on the ruler 


The equal sign at the tab stop- 


Text aligns on both sides of the 
equal sign. 
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MacWrite II’s preset alignment character is a decimal point (.). 

♦ By the way You can give each character alignment tab stop a 
different alignment character by repeating steps 1 and 2. 

To Specify a Tab Fill I. Choose Tab from the Format menu, or double-click a tab marker on 

Character the ruler. 

You see the Tab dialog box. 

2. In the Fill Character box, type the character you want. 

Later, when you’re typing and you press Tab, the tab space will be 
filled with the character you specified. This procedure lets you fill 
the space between two widely separated columns with periods, 
hyphens, underlines, or any other character. 

MacWrite II’s preset tab fill character is a space. 


To Specify a Tab Fill Character 
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Aligning and Tabbing Text 


Tabs with fill characters between 
them 


Tab marker on the ruler 

Text at the tab stop 

Space between tab stops filled with a 
fill character 
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Uniform Beam Loading 


END GRAIN IN BEARING 

Lumber Species F(f*ri) 


-Ash, Commercial White., 

Aspen 

Balsam Fir 

Beech 

Birch, Sweet and Yellow’.. 


¥ 


..1370 

...740 

...890 

.1190 

..1150 


♦ By the way You can give each tab stop a different fill character by 
repeating steps 1 and 2. 


To Create a Table 
with Tabs 

Table showing receipts for three 
months 


Position tab markers on the ruler — 
where you want each column of the 
table to align. You can move existing 
tab markers or add new ones. 


Type each line of the table, pressing 
the Tab key to move to each 
succeeding column. 


■ Proceed as follows: 
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rails 

London 

Tokyo 

Zagreb 

Jcnuoy 

5000 

4700 

9300 

140 

Febtucry 

3000 

/ 

7600 

300, 

Mcrch 

4200 

/ 3700 

2000 

4600 


Press Tab twice to leave a blank 
space. 


When you reach the end of a line, 
press Shift-Return to start the next 
line. 


♦ By the way If text from one tab runs into a second tab, 

Mac Write II bumps the text at the second tab to a third, text at the 
third tab to a fourth, and so on until it finds a paragraph return. 
Text at the end of the paragraph may wrap to the next line. 
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To Add a Column to 
Your Table 


1. Select every line of your table. 

You can now move all tab markers for all the paragraphs in your 
table at once. 

2. Move the tab markers to make room for the new column. 

When you move a tab marker, you see the column aligned under it 
move, pushing the other columns over. 


Adding a column to the table 

Existing tab markers moved to the 
right 

The new tab marker will be 

positioned here. 

Space forthe new column 


Existing columns moved to the 
right 
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3. Add a tab marker to the ruler where you want the new column. 

You see the column to the right of the new marker move left to 
align under the new marker. Each succeeding column to the right 
moves left one tab stop. Now the last marker has no column aligned 
under it. 

4. In the first line of the table, click at the end of the entry preceding 
where you want your new column and then press Tab. 

The insertion point aligns with the new tab marker, and moves the 
text under the following tab markers tQ the right one tab stop. 

When you want to add a new first column, click at the beginning of 
the line. 


To Add a Column to Your Table 
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To Remove a Column 



Paris 

■Rome 
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5. Type the entry for that line of the new column. 

6. Repeat steps four and five for each line of your table. 

1. In the first line of your table, select both the text in the column you 
want to remove and the space up to the text in the next column. 

If you want to remove only the text and keep an empty column in your 
table, select only the text. 

2. Choose Cut or Clear from the Edit menu or press Delete. 

You see the text in the columns to the right move left one tab stop. 


If you selected the text only, MacWrite II leaves an empty space in 
the column, and none of the text in the other columns moves. 


3. Repeat for each line in your table. 

Now the tab marker for the deleted column has no text aligned 
under it. 

4. Drag the unwanted tab marker down to remove it from the ruler. 
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Changing Line Spacing 


You can change the line spacing in your document, paragraph by 
paragraph, or all at once. You can even create custom line spacing and 
specify how much space you want before and after each paragraph. 

When you open a new document, the first ruler is preset for single 
spacing. The height of a line is determined by the largest font size on 
that line and the line spacing setting. For instance, normally, when you 
put large characters on one line of a paragraph, Mac Write II increases 
the height of that line while leaving the remaining lines in the 
paragraph unchanged. 

Every time you press Return, the new paragraph copies the line spacing 
from the previous paragraph. 

Select the paragraphs you want to change. 

You can select one or more paragraphs in any page element. If no 
paragraphs are selected during this procedure, the new spacing will 
affect only the paragraph that contains the insertion point. 

If it is not already displayed, choose Show Ruler from the Format 
menu. 

If you don’t see the spacing options, double-click in the white space 
of the ruler to display those boxes. 

When you select several paragraphs, the ruler shows the settings for 
the first paragraph. 

Click the appropriate button to choose single-, IV2 or 
double-spacing. 


To Change Line i. 

Spacing 


2. 


To Change Line Spacing 
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Changing Line Spacing 



To Fine-Tune Spacing 


Increase/decrease line spacing 
buttons 


Clickto decrease spacing. — 

Click to increase spacing. 

Current spacing appears in the 
custom spacing box. 


1. Select the paragraphs you want to change. 

You can select one or more paragraphs in any page element. 

2. If it is not already displayed, choose Show Ruler from the Format 
menu and then click the buttons for reducing or enlarging the 
spacing. 


1 . 2 ...,. 
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Every time you click the increase or decrease button, the height of 
the line is changed by an amount that depends on the unit of 
measurement currently specified for line spacing. MacWrite II’s 
preset unit of measurement is Lines (li). 

♦ Note If youVe chosen to work with spacing defined in lines, your 
spacing changes by half a line each time you click. If you’ve chosen 
to work with spacing defined in points, the spacing changes by 1 
point (about 1/72 of an inch) at each click. If you make the line 
spacing smaller than the size of a font you’re using, text characters 
will be clipped at the top both on the screen and after printing. 
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The line spacing measurement is displayed to one decimal place in 
the custom spacing box on the ruler and to three decimal places in 
the Line Spacing box of the Paragraph dialog box. 


To Space Lines 


Paragraph dialog box 


Pop-up menu button offers various 
units of measurement. 


1 . Choose Paragraph from the Format menu. 

You can also double-click a paragraph marker on the ruler to open 
the Paragraph dialog box. 

You see the Paragraph dialog box: 


Paragraph 


► 

Left Indent 

2 in 

Line Spacing 

1 

/QD 

1 

First Line 

+0.5 in 

Space Before 

0 

/ m 

◄ 

Right Indent 

6 in 

Space After 

U- 

' [pD 


[ Rpply ) [ Cancel ] |^0K— Jj 


2. Choose a unit of measurement for the new line spacing from the 
pop-up menu. 

Click on the button to the right of the Line Spacing box to see the 
pop-up menu. 

3. Enter the spacing you want in the Line Spacing box and then click 
Apply, Cancel, or OK. 

When you click Apply, your new spacing is temporarily applied to 
your document and the text is repositioned. If you want to 
experiment with other settings, type them and then click Apply 
again. You can try as many settings as you like, and you can move 
the Paragraph dialog box for a better view. 


To Space Lines 

i 
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To Change the Line 
Spacing Unit of 
Measurement 


Use the Paragraph dialog box when you want to set line spacing 
faster and more precisely than when using the increase or decrease 
buttons. You can enter a number in the Line Spacing box that is 
precise to three decimal places. 

For more information about the units of measurement, see the next 
section. 

1. Select the paragraphs you want to change. 

You can select one or more paragraphs in any page element. 

2. Choose Paragraph from the Format menu. 

You see the Paragraph dialog box. 


Line Spacing 1 4.5 

✓Lines (li) 


Points (pt) 
Millimeters (mm) 
Inches (in) 
Centimeters (cm) 


The Line Spacing box indicates 
how many units (in lines, points, 
millimeters, inches, or 
centimeters) you've assigned to 
each line. 


3. Choose one of the options from the line spacing pop-up menu. 

□ Lines (li) lets you specify spacing using a number of lines as the unit 
of measurement. For instance, “1” corresponds to single line spacing, 
while “4” corresponds to quadruple line spacing. MacWrite IPs 
preset line spacing is single-spacing. 

The height of a line is determined by the font size of the largest 
character in the line, plus some space to make room for the next 
line. In a paragraph containing several lines of text in one font size, 
when you change a character in one of the lines to a larger size, 
MacWrite II increases the height of that line. 


□ Points (pt) is a unit of measurement used in printing and 

typesetting. There are 72 points in an inch, so 1 pt = 1/72 inch. 
Using points, you set an absolute height for the line, and 
MacWrite II will clip the tops of any characters in a font size that is 
larger than the line height. 


2-36 


Formatting 


To Add Space Before 
or After a Paragraph 


□ Millimeters (mm) lets you use metric measurements. 1 mm = .039 
inch = 2.835 pts. Millimeters is also an absolute measurement, and 
MacWrite II will clip the tops of any characters in a font size that is 
larger than the line height. 

□ Inches (in) lets you measure in inches. Inches is also an absolute 
measurement, and MacWrite II will clip the tops of any characters 
in a font size that is larger than the line height. 

□ Centimeters (cm) lets you use a larger metric unit of measurement 
than millimeters. 1 cm = .39 inch = 28.35 pts. Centimeters is also 
an absolute measurement, and MacWrite II will clip the tops of any 
characters in a font size that is larger than the line height. 

1 . Select the paragraphs you want to change. 

You can select one or more paragraphs in any page element. 

2. Choose Paragraph from the Format menu. 

You see the Paragraph dialog box. 

3. Choose a unit of measurement for the additional space from the 
pop-up menu. 

4. Using those units, type the space you want in the Space Before or 
Space After boxes. 

Space Before adds a space that precedes the first lines of selected 
paragraphs; Space After adds a space following the last lines of 
selected paragraphs. Use these spaces to set off your paragraphs. 

5. To see how your new spacing appears, click Apply. 


To Add Space Before or After a Paragraph 
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Copying Paragraph Formatting 


To Copy Paragraph 
Formatting 


You can copy indents, tab stops, text alignment, and line spacing from 
one paragraph to another without setting each option separately. 

Test the settings on one paragraph until you find the combination you 
want and then apply them all to other paragraphs in your document. 

1. Click in the paragraph you want the formatting copied from. 

You see that paragraph’s formatting options displayed on the ruler. 

2. Choose Copy Ruler from the Format menu. 

3. Click in the paragraph you want to reformat. 

Use the scroll bars to locate the paragraph, if necessary. You can also 
select as many paragraphs as you want to reformat. 

4. Choose Apply Ruler from the Format menu. 

Apply Ruler changes the formatting for the paragraph you selected. 
The ruler and the Paragraph and Tab dialog boxes will display the 
new settings. 

♦ Note You can also apply ruler settings by clicking in the paragraph 
you want to change, and then holding down the Shift and Option 
keys while you click in the paragraph with the desired ruler settings. 
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Inserting the Date, Time, and Page Number 


You can place the current date or time and the current or total page 
number anywhere in a MacWrite II document and have them 
automatically updated. 


To Insert the Date or I. Click where you want the date or time to appear. 

Time 

2. Choose Insert Date or Insert Time from the Edit Menu. 

The current date or time appears where you clicked. MacWrite II is 
preset to Always Update, which automatically updates the date or 
time to the current date or time whenever you open your document. 
You can insert a date or time in any of the page elements: the 
header, footer, footnote, or main body of text. 


To Timestamp or I. Choose Preferences from the Edit menu. 

Datestamp 

You see the Preferences dialog box. 


-Date fr Time 

© Always Update 
O Neuer Update 


Date & Time box in the 
Preferences dialog box 


2. Click Never Update in the Date & Time box. 

With Never Update turned on, the current date or time becomes 
frozen after you insert it into a document and never changes. 

The Update settings in the Preferences dialog box apply only to 
dates or times you subsequently add to a document. Previously 
inserted dates or times are not affected, so you can have both 
updated and frozen dates or times in the same document. 


To Timestamp or Datestamp 
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Inserting the Date , Time, and Page Number 


To Change the Date 
Format 

.-Date Format 

® 6/26/88 
o Jun 26, 1988 
O June 26, 1988 
O Sun, Jun 26, 1988 
O Sunday, June 26, 1988 


Date Format box in the 
Preferences dialog box 


1 . Choose Preferences from the Edit menu. 

You see the Preferences dialog box. 

2. In the Date Format box, click the format you prefer. 

The Date Format settings in the Preferences dialog box apply only 
to dates you subsequently add to a document. Previously inserted 
dates are not affected, so you can have dates in any of the formats in 
the same document. 


To Insert the Page 
Number 


pPage Number 

<§) Current Page # 

O Current | of | Total 
Starting Page # |m| 


Page Number box in the 
Preferences dialog box 


1. Click where you want the page number to appear. 

2. Choose Insert Page # from the Edit menu. 

The current page number appears where you clicked. You can insert 
a page number in any of the page elements: the header, footer, 
footnote, or main body of text. 

♦ By the way You can also insert text that represents a combination 
of the current page number and the total page number. Choose 
Preferences from the Edit menu and then click Current Total. 

Mac Write II inserts a divider symbol or a word containing up to 
seven characters between the current and total page numbers. 
MacWrite II is preset to display “of.” You can type a different 
character, such as a hyphen, dash, or asterisk, in the text box. 

The page number settings in the Preferences dialog box apply only 
to page numbers you subsequently add to a document. Previously 
inserted page numbers are not affected, so you can have page 
numbers in either format in the same document. 

Page numbers you insert in either format are automatically updated 
as pages are added or removed from a document. 


2-40 


Formatting 


Changing the Font, Style, or Size Attributes of Text 


Fonts are sets of characters in one typeface design. There are hundreds 
of different fonts available. Styles modify the appearance of fonts. For 
instance, you can make a font bold or italic, outlined or underlined. 
You can display and print fonts in many sizes. MacWrite II lets you 
combine fonts, styles, sizes, and colors to create the text effects you 
want. 

When you open a new document, MacWrite II presets the font to 
Helvetica, the font style to Plain Text, and the font size to 12^point. 
Every character you type will have those attributes, including spaces, 
tabs, and returns. 

You can inspect text attributes by selecting the text you want to 
examine and then pulling down the MacWrite II Font, Size, or Style 
menu. The currently selected command will be checked in the 
corresponding menu. When the text you selected includes more than 
one font, size, or style, none of the commands in the menu will be 
checked, except for the style attributes common to the entire selection. 


To Change the Font 


1 . Select the text you want in a new font, or click where you want to 
type text in a new font. 



Avant Garde 

Blk Univers 75 

Bookman 


2. Choose the font you want from the Font menu. 


Your selection changes to the new font and the font name is 
checked on the Font menu. MacWrite II adjusts line spacing and 
paragraph length, if necessary. 



Chicago 

Courier 

Geneva 

-/Helvetica 


MacWrite IPs Font menu displays all the fonts currently installed in 
your System File. Each font is displayed there in its respective 
typeface. 


Los Angeles 


Monaco 

N Helvetica Narrow 
New York 
Palatino 

IfranClSco 


♦ Note Some fonts will not be displayed in their respective typeface if 
they cannot be scaled properly to fit in the menu — these fonts are 
displayed in Chicage 12 point. 


ItyjApoA 

Times 


Venice 




Font menu 


To Change the Font 
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Changing the Font, Style, or Size Attributes of Text 


To Change the Size 


Size 


7pt 

0 

D® pfl 
✓US [pQ 
D«|p8 
8® pQ 
§4} p8 
36 pt 
48 pt 
60 pt 
72 pt 


Other... O8€0 


Size menu 


1. Select the text you want to resize, or click where you want to type 
text in a new size. 

2. Choose the font size you want from the Size menu or choose Other if 
the size you want isn't listed. 

When you choose a size from the menu, your selection changes to 
the new font size, and the size is checked on the Size menu. 
MacWrite II adjusts line spacing and paragraph length, as necessary. 

MacWrite IPs Size menu lists font sizes from 7 -point to 72-point. 
Outlined sizes are currently installed in your System File. 

MacWrite II scales installed font sizes to create the sizes on the list 
that are not outlined, although scaled fonts often display and print 
in lower quality. 

When you choose Other from the Size menu, the “Font size” dialog 
box appears. You can enter a font size between 2 -point and 
500-point. Click OK to change your selection to the new size. 


To Change the Style 


Style 


✓Plain Tent 

38T 

Bold 

38B 

Ztaiic 

381 

Strike Thru 

88J 

SMDSfflffi 

38E 

BfoatfKDGD 

38M 

Underline 

Soil 

UJord Underline 

os8u 

Double Underline 

OS8L 

Superscript 

038+ 

Subscript 

038- 

Color 

► 

Custom... 

38D 


Style menu 


1 . Select the text you want in a new style, or click where you want to 
type text in a new style. 

2. Choose the font style you want from the Style menu. 

Your selection changes to the new font style, and the style is 
checked on the Style menu. MacWrite II adjusts line spacing and 
paragraph length, as necessary. 

You can combine different font styles for a variety of effects. Just 
choose each from the Style menu. 
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To Change All 
Attributes at Once 


1. Select the text you want to change. 

2. Choose Character from the Format menu. 

You see the Character dialog box, which displays the attributes of 
your current selection. When the text you selected includes more 
than one font, size, or style, MacWrite II displays the attributes of 
the first character in the selection. 



3. Choose the Font, Size, and Color you want from the pop-up menus. 

All the fonts, sizes, and colors listed in the menus are available. To 
specify a custom font size, choose Other from the Size pop-up menu. 
Type the size you want in the text box that appears. 

4. Check the styles you want applied to your text. 

All the font styles listed in the menu are available, plus some 
additional styles. For more information about them, see the 
Character command in “Format Menu,” chapter 5. 


To Change All Attributes at Once 
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Changing the Font, Style, or Size Attributes of Tex* 


To Change the 
Attributes of a 
Character, Word, or 
Phrase Throughout 


5. To see how your changes appear, click Apply. 

When you click Apply, the text attributes you chose are temporarily 
applied to your selected text. You can experiment with as many 
combinations of settings as you like, and you can move the 
Character dialog box for a better view. 

You can also use a custom style to change all attributes with one 
command: 

1. Select the text you want to change. 

2. Choose a Custom Style from the Style menu. 

A custom style you created is applied to the selected text. For more 
information about creating custom styles, see “To Add a Custom 
Style to the Style Menu” later in this chapter. 

1. Click where you want the search to start. 

2. Choose Find/Change from the Edit Menu. 

You see the Find/Change dialog box. 

3. Click Use Attributes. 

You see the expanded Find/Change dialog box. You can type the 
text you want replaced, with or without specifying any attributes, 
and have it replaced with formatted text. The style attribute options 
appear dimmed until you click the Style check box. 

4. Proceed as follows: 
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Find/Change dialog box with 
attributes 

Click Text if it is unchecked. 

Type the words or characters you 
want to change here. 

Click Font and then choose from the 
pop-up menu. 

Click Style and then check the 
current combination of attributes. 

Click Size and then choose from the 
pop-up menu. 


In the “Change to" box, type the 
replacement words or characters. 

Choose the combination of attributes 
forthe replacement. 
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5. Click Find Next and continue as you would when you find or change 
text. 

For more information, see “Finding and Changing Text” in chapter 1. 


To Change Attributes 
Regardless of Text 
Content 


3. Click Use Attributes. 

You see the expanded Find/Change dialog box. 


1. Click where you want the search to start. 

2. Choose Find/Change from the Edit Menu. 

You see the Find/Change dialog box. 


To Change Attributes Regardless of Text Content 
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4. If Text is already checked in the "Find what" side of the dialog box, 
click it to deselect it. 

The “Find what” text box and any characters in it appear dimmed. 
That lets you specify a combination of font, size, and style without 
typing any text in the “Find what” box. MacWrite II will search for 
every occurrence of the combination of attributes you specified. 

5. In the "Change to" side of the dialog box, choose font, size, and style 
attributes and then click Find Next and continue as you would when 
you find or change text. 

For more information, see “Finding and Changing Text” in chapter 1. 
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Creating Custom Styles 


You can create and add to the Style menu up to 30 custom styles that 
combine a font, size, and style. This technique allows you to use a single 
command to change all the style attributes of text you select or to begin 
typing with a custom style. 

Mac Write II automatically gives Command'key equivalents to the first 
ten custom styles you create, and displays them next to the custom style 
names on the Style menu. 


To Add a Custom Style 
to the Style Menu 


1 . Choose Custom from the Style menu. 

You see the Custom Style dialog box, which displays the attributes 
of your current selection. When the text you selected includes more 
than one font, font size, or font style, MacWrite II displays the 
attributes of the first character in the selection. 


Custom Style dialog box 


Font, Size, and Color pop-up menu 
buttons 

Font styles 


List of current custom styles 


Custom Styles name box 
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To Add a Custom Style to the Style Menu 
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In the Custom Styles name box, MacWrite II gives a preliminary 
name to the style you’re creating, consisting of the font name, size, 
and color. You can keep it or give the style a name that is 
meaningful to you. But don’t enter the name yet. 

2. Choose the font, size, and color you want from the pop-up menus. 

All the fonts, sizes, and colors listed in the menus are available. To 
specify a custom font size, choose Other from the Size pop-up menu. 
Type the size you want in the text entry box that appears. 

When you change the font, size, or color, MacWrite II renames your 
custom style with the new font, size, or color. 

You can keep or modify any of the attributes of the text you started 
with. 

3. Click the font styles you want. 

All the styles listed in the menu are available, plus additional styles. 
For more information about them, see “Format Menu” in chapter 5. 

4. Type the name you want in the Custom Styles name box. 

5. To create the custom style, click Add. 

Your custom style name appears on the Custom Styles list. 

MacWrite II displays the name with the corresponding font and 
style attributes. Style names are always displayed on the list in 
12-point size regardless of the actual size of the custom style. 

6. Type another name in the Custom Style name box and create 
another style, or click OK to save your new style. 

When you drag across the Style menu, MacWrite II displays your 
custom style at the bottom of the list, along with a Command-key 
equivalent. 
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To Change a Custom 
Style 


To Remove a Custom 
Style 


♦ By the way You can also add a custom style by selecting an existing 
custom style from the list, making the changes to it, and then 
clicking Add. The existing style remains unchanged and the new 
style is created. 

1. Choose Custom from the Style menu. Scroll through the list of 
Custom Styles and click the one you want to modify. 

2. Use the Font, Size, and Color pop-up menus and the Style options. 

When you change the font, size, or color, you may want to rename 
your custom style with the new combination. 

3. Click Modify. 

The selected style name in the list displays the style changes you 
made. 

♦ By the way If you decide to keep the existing style and add the new 
style, click Add. 

4. To save your changes, click OK. 

1. Scroll through the list of Custom Styles and click the one you want 
to remove. 

The style you clicked is highlighted. 

2. Click Remove. 

That style is removed from the Custom Styles list and from the Style 
menu. If you want to put it back in, just click Add or Cancel. 


To Remove a Custom Style 
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You can bring images into MacWrite II from other Macintosh 
applications such as MacPaint or MacDraw® II. Use the graphic 
application to create the picture and then insert the file containing the 
picture directly into your MacWrite II document, or use the Clipboard 
or Scrapbook to hold it until you’re ready to insert it. 

You can crop and resize the picture after you’ve pasted the image into 
your MacWrite II document. 

To Prepare a Picture ■ Use your painting or drawing application to create the picture, and 

save it. 

You may save it in the MacPaint or PICT formats for MacWrite II. 

If you want to use the entire graphic, you can now return to 
MacWrite II. You can crop or rescale the picture after you’ve 
inserted it into your MacWrite II document. 

You can also use your painting or drawing application to create the 
picture and then copy portions of the image to the Clipboard or 
Scrapbook. 

The Clipboard provides a temporary holding place for images. For 
images you think you may want to use over and over, use the 
Scrapbook, which can preserve them in either the MacPaint or 
PICT and PICT2 formats (file formats used by drawing applications 
such as MacDraw II to transfer documents to other applications). 

1. Click where you want the bottom left corner of the picture to appear. 

You can place a picture within a line of text; it will act as a giant 
character, pushing the following characters over to the right or onto 
the next line. Or you can create a new blank line as the starting 
point. 


To Insert a Picture 
from Another 
Document 
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2. Choose Insert File from the File menu. 


You see the Insert File dialog box. 


Show 


✓fill available 
MacWrite II 
Tent 

MaclUrite 
LllriteNoiii 
Microsoft Word 
Microsoft Works 
Microsoft Write 
PICT 

MacPaint 


Show pop-up menu 


3. Choose the MacPaint or PICT file format from the Show pop-up 
menu. 

The scrolling list is preset to “All available” documents, including 
the following formats: MacWrite II, MacWrite, Microsoft Word, 
Microsoft Write, Microsoft Works, WriteNow, PICT, MacPaint, 
and Text. 

4. Find the document you want in the scrolling list, click it, and then 
click Open. 

If the document you want is on a different disk, use the Eject and 
Drive buttons to switch drives and disks. 


The contents of the document you selected are placed in your 
document starting at the place where you clicked. MacWrite II puts 
the insertion point on the right side of the picture. 


To Insert a Picture 
from the Scrapbook or 
Clipboard 


1. Click where you want the lower-left corner of the picture to appear. 

If your picture is already on the Clipboard, you’re ready to insert it. 

2. If the picture is in the Scrapbook, choose Scrapbook from the Apple 
menu, click in the horizontal scroll bar until your picture appears 
and then choose Copy from the Edit menu and close the Scrapbook. 

A copy of your picture is placed on the Clipboard. 


3. Choose Paste from the Edit menu. 


To Insert a Picture from the Scrapbook or Clipboard 
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Picture in a MacWrite II document 

You can put text on both sides of 
the picture. 


To Remove a Picture 

To Move a Picture 
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1 . Click anywhere on the picture to select it. 

2. Choose Cut from the Edit menu if you want to place the picture on 
the Clipboard, or press Delete to throw it away. 

■ To move the picture down a line, click to the left of it and press 
Return. 

■ To move the picture to the left within a line of text, delete 
characters to its left. 

The picture acts like another character in the line, moving over as 
those characters disappear. You can use any of the ruler formatting 
options to change the position of a picture. 
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To Resize or Crop a 
Picture 


For example, you can also move the left indent marker for the 
paragraph your picture is in. Accompanying text also takes on the 
new indent. 

The left indent marker is the black triangle on the left of the ruler, 
pointing to the right. If you push the picture too far to the right, 
you’ll squash your image. 

Click the picture and then choose Scale Picture from the Format 
menu. 

You see the Scale Picture dialog box: 


Scale Picture dialog box 


Enter the percentage by which you 
want to enlarge or reduce the 
picture vertically. 


Do the same for horizontal changes. 


Scale Picture 


i ► 


75 


% 


150 


% 


Cancel 



Enter numbers smaller than 100 to reduce the size of the picture, or 
larger than 100 to enlarge it. You can make the picture as wide or as 
tall as the page or column, and you can resize the picture as many 
times as you like. 

■ To resize approximately, click the picture to select it and then drag 
one of the handles. 

To maintain proportion, hold down Shift while rescaling. 


To Resize or Crop a Picture 
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To Hide All Your 
Pictures 


■ To crop off part of the picture, hold down Option while dragging to 
resize. 

♦ Note Once you have cropped off a segment, you can recover it by 
holding down Option while dragging back out. 

1 . Choose Hide Pictures from the View menu. 

MacWrite II replaces the actual pictures with an outline box on the 
screen, which makes scrolling faster. 

2. To bring the pictures back to the screen, choose Show Pictures from 
the View menu. 
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CHAPTER 


J 






Working with Documents 
and Files 


In this chapter you’ll find step-by-step instructions on how to handle 
your files — opening a MacWrite II document, using MacWrite II 
stationery templates, looking at the MacWrite II window, working with 
multiple windows, saving, and printing. 


Working with Documents and Files 
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Opening a Document 


To Open a New 
Document 



Mac Write II 

MacWrite II application icon 


To Open an Existing 
Document 


Memo 

Document icon 


Before you begin to use MacWrite II, make a working copy of your 
MacWrite II disk. Start up MacWrite II with your working copy, and 
use it to create documents. Save your master disk as a backup. For 
information about making a working copy of MacWrite II, refer to 
chapter 1 of “Getting Started with MacWrite II,” the other manual in 
the MacWrite II package. 

Starting MacWrite II always opens a document. From the Macintosh 
desktop, you can open either a new or existing document when you 
start MacWrite II. Once you’re working with MacWrite II, you can 
open additional documents; you can have up to seven open at one time. 

Every document you open is listed at the bottom of the View menu. 

■ To open a new document from the Macintosh desktop, double-click 
the MacWrite II application icon. 

You see a blank document on the MacWrite II screen, with the 
provisional title Document 1 . If you open additional new documents 
they’re numbered sequentially. 

■ To open a new document when you are already working in 
MacWrite II, choose New from the File menu. 

■ To open an existing document from the Macintosh desktop, 
double-click the document icon. 

■ To open an existing document when you are already working in 
MacWrite II, choose Open from the File menu and double-click the 
document you want in the dialog box that appears. 

You see the document you chose on the MacWrite II screen. 
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Open Document dialog box 


Name of disk or folder containing 
the documents and folders listed 
in the box below. 


Double-click any document or 
folder to open it. 


Shorten the list by choosing a — 
document format from the Show 
pop-up menu. 


Open Document 
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Stationery 

Stationery icon 


■ To open a template of MacWrite II stationery, double-click the icon 
(a MacWrite II document with the lower-right corner of the first 
page turned up, to reveal other pages underneath). 

You get a new sheet of that stationery with all the formatting in 
place, and a title such as Document 2. You can rename this 
document when you save it. 

♦ Note If you almost always use the same formatting, you may want 
to set up a document with that formatting. Choose Save As, specify 
that you want to save the document as MacWrite II Stationery, and 
then name it MacWrite II Options and place it in the System 
Folder. From then on, whenever you start MacWrite II or choose 
New from the File menu, you will see a new document with that 
custom formatting. This is known as “automatic stationery.” Having 
set up automatic stationery, you can occasionally ignore it if you 
want; just press Option when you select New, and MacWrite II will 
present you with a document with the standard MacWrite II 
formatting. 


To Open an Existing Document 
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Moving Through a Document 


To Scroll Vertically 


When you open a document and begin to type, the text ordinarily 
appears in its actual size. Unless you have a large-screen monitor, you 
see just part of a page. 

To get a sense of how the entire page will look when printed, you can 
choose to view the page in a reduced size. You can work on your 
document in reduced size, but text in many fonts may be difficult to 
read. You’ll probably do most of your editing in actual size and switch to 
reduced size to check your document’s overall appearance. 

♦ By the way If you have an extended keyboard, you have several 
shortcuts available — keystroke combinations that move you up and 
down through the document. See “Moving Around” in chapter 5 for 
a list. 

■ To scroll text one line up or down, click an arrow at the top or 
bottom of the vertical scroll bar. 

The up arrow lets you see the line hidden above the top of the 
document window. The down arrow lets you see the line hidden 
below the bottom of the document window. 
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Scrolling in a MacWrite II 
document 


To scroll up continuously through 
text, click on the up arrow 
continuously. 

To go to a specific page, drag the 
scroll box up or down until you see 
the number of the page you want. 


To scroll down continuously through 
text, click on the down arrow 
continuously. 

The current page 


6 File Edit Font Size Style Format Spelling Uiew 



To Scroll Horizontally 


To See More of the 
Page at Once 


To See Two Pages 
Side by Side 


■ To scroll one-quarter inch at a time, click the arrow at the left or 
right of the horizontal scroll bar. 

■ To scroll continuously, click on an arrow continuously. 

■ To scroll all the way to the right or left margin, click in the gray area 
to the right or left of the scroll box. 

■ Choose Reduced Size from the View menu. 

The menu command changes to Actual Size. To enlarge the view 
once more, choose Actual Size from the view menu. 

In the reduced view, you can revise your document in the usual 
ways. 

■ Choose Side By Side from the View menu. 

Choosing Side By Side places a check mark next to the menu 
command. 


To See Two Pages Side by Side 
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Working with Windows 


When you open a document, you see its text framed by a document 
window. If you have opened several documents, their windows initially 
look like a row of cards, one in front of the other, with just enough 
space between them to see all the titles. 

When more than one document is open, only one window is active. 
Commands you choose (except Quit) affect only the document in the 
active window, so to make changes to a document or its window, you 
must first make the window active. 

By moving document windows or changing their size, you can arrange 
the desktop to your liking. For example, you can fit one window into 
the top half of the screen, and another into the bottom half, so you can 
view two documents and easily switch back and forth. 
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To Make a Window 
Active 


To Move a Window 


To Change the Size of 
a Window 


■ Choose the document you want from the list at the bottom of the 
View menu. 

The window you selected moves in front of any others on the 
desktop. You see lines in the title bar, gray scroll bars, close, zoom, 
and size boxes in the comers. The name of the document moves to 
the top of the list of documents in the View menu. 

Or, if you can see any part of the document: 

b Click anywhere inside the window you want active. 

To switch to the next document in the stack: 

■ Press Command-Shift-W. 

The currently active window is moved to the back, revealing 
whatever document lay just below it. (You can see the order of 
documents from front to back at the bottom of the View menu.) 

1 . Position the pointer anywhere on the title bar (but not on the close 
or zoom boxes). 

2. Drag an outline of the window to the new location. 

The window moves to the new position when you release the mouse 
button, and it becomes active if it wasn’t already. 

To move a window without making it active, hold down the 
Command key while dragging the window. 

1. If necessary, click inside the window to make it active. 

2. Drag the size box until the window's outline is the size you want. 


To Change the Size of a Window 
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Working with Windows 


To Enlarge a Window 
to Full Size 


To Close a Window 


1. If necessary, click inside the window to make it active. 

2. Click the zoom box. 

Clicking the zoom box again shrinks the window to its previous size. 

■ Click the close box. 

If you haven’t saved the current version of the document, you’re 
asked if you want to save the changes you’ve made. Click Yes to save 
them, No to discard them, or Cancel to bring your document back 
to the screen. 
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Saving Your Work 


You can save copies of the current version of a document onto a disk, 
where your work is stored as an electronic file. Once saved, your work is 
safe from tampering or accident. 

♦ Important Save your work every few minutes. Make backup copies 
of important documents. This cannot be stressed enough. Don’t lose 
your work to a power failure or accident. 

When you save a document for the first time, you’re asked to give it a 
name. You can also select a different disk to keep it on or a folder to put 
it in. Thereafter, saving updates the stored document, the current 
version on your screen replacing the original version on the disk. 

At times, you may want to keep both the current and original versions. 
You can do this by giving the current version a new name when you 
save it. (You can’t have two documents with the same name in a 
folder.) 


Saving Your Work 
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Saving Your Work 


To Save a Document 
for the First Time 


Save As dialog box 

Name of disk or folder containing the 
documents and folders listed in the 
box below. 


Double-click a folder in the list to 
open it. 


Choose a file format from the pop-up 
menu. 

Enter a different document name, — 
if you want one. 


Click to save the entire document. — 

Click to save the selected part of the 
document. 
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To Save Your Current 
Version 


To Preserve the 
Current and Original 
Versions 


2. Open the folder or disk where you want to store this document. 

3. Enter the name of the document in the text box and then click Save. 

■ Choose Save from the File menu. 

That saves your current version on the same disk, with the same 
name and format as the original, replacing it. Use Save regularly to 
update the file as you continue to revise it; if the power fails, you 
won’t lose much of your work. 

■ Choose Save As from the File menu. 

You see the Save As dialog box. Proceed as described earlier in this 
chapter in “To Save a Document for the First Time.” 
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To Save in Another 
Format, Location, or 
Name 


To Save Part of a 
Document 


When you use Save As on a MacWrite II document youVe made 
changes to since you last saved it, your original document is closed 
and the newly created document is opened on the screen with any 
new name you assigned. The new document contains any changes 
you made to the original. 

When you use Save As to create a document in a different file 
format, your original document remains open on the screen. 

1. Choose Save As from the File menu. 

2. In the dialog box, proceed as follows: 

□ Open a different disk or folder for the document. 

□ Type in a new name for the document. 

□ Use the Save As pop-up menu to choose a different format. 

For more details on this dialog box, see the illustration earlier in this 
chapter in “To Save a Document for the First Time.” 

3. Click Save. 

The document is saved under that name, in that location and 
format. If you used MacWrite II format and gave the document a 
new name, that becomes the name of the document on your screen, 
and all future saves will update this version of the document. If you 
used MacWrite II format and saved to a new location, all future 
saves will update the version at that location. 

1 . Select the block of text you want to save. 

2. Choose Save As from the File menu. 

3. In the dialog box, click Selection Only. 

4. Type a name for the selection. 


To Save Part of a Document 
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Saving Your Work 


5 Find the disk and folder you want to put the selection in. 

6. Click Save. 

The text you selected is saved as a new document. The current 
version of your document remains on the screen. 


To Return to an Earlier 
Version 


1 . Choose Revert to Saved from the File menu. 

You see a message warning you that you are about to go back to the 
last version you saved. This dialog box offers you a last chance to 
preserve the changes you’ve made since you last saved. 


2. Click OK. 

The current version closes, without being saved, and the most 
recently saved version of the document opens. 


To Make a Backup 
Copy 


1 . Choose Save As from the File menu. 

2. Choose a new location for this version of the document. 

If you regularly store your documents on your hard disk, you should 
place your backup copy on a 800K disk so that if the hard disk 
crashes, you still have a copy of your document. 

3. Rename the document if necessary. 

4. Click Save. 

You can also select the document from the Macintosh desktop, 
choose Duplicate from the File menu, and then drag the copy to its 
new location. 
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Printing Documents 


To Specify a Printer 

Chooser dialog box 

Click the printer you want. — 


To use the LaserWriter, make 
AppleTalk Active. 


You can print on a variety of paper sizes and stocks, with different 
orientations, with any printer connected to your Macintosh, and with a 
specified amount of reduction and smoothing. You can print individual 
documents and sequences, or you can combine data with a standard 
letter to create form letters. 

You choose one of the printing options in dialog boxes. The options 
offered in the Page Setup and Print dialog boxes depend on the printer, 
the version of the printing resource, and the version of the system files 
you’re using. Refer to your Macintosh and printer user guides for 
detailed information about printing procedures. 

1. On the Apple menu, choose Chooser. 

You see a dialog box with icons for each printer available. 


Chooser 



ImageWriter LaserWriter 


User Name: 
Jane Doe 


AppleTalk 


■® Active 
O Inactive 


3 . 3.1 


♦ Remember You must have a printing resource for your 

ImageWriter, LaserWriter, or other printer installed in your System 
Folder; if there’s no resource there, you won’t see the icon for that 
printer in the Chooser. 


To Specify a Printer 


3-15 


Printing Documents 


To Describe Your 
Paper 


2. Select the printer and close the Chooser. 

♦ By the way In general, it’s best to choose the kind of printer you 
intend to use before you write. The LaserWriter doesn’t print as 
close to the edge of the page as the ImageWriter does, so if you 
switch printers just before you print, you may find your tabs and line 
widths thrown off. 

■ Choose Page Setup from the File menu. 

Make your choices in the dialog box that appears. 


LaserWriter Page Setup dialog box 

Select the paper size you intend to- 
use. 


Click the way you want the type to 
appear — vertically or horizontally 


LaserWriter Page Setup 5 2 . 

Paper: ® US Letter O 04 Letter Q Tabloid 
O US Legal O B5 Letter 


Reduce or 
Enlarge: 



Orientation 



Printer Effects: 

[x] Font Substitution? 
[x]TeKt Smoothing? 

[X] Graphics Smoothing? 

[x] Faster Bitmap Printing? 


Cancel 


I Options I 


[ Help ] 


Paper size and orientation options may differ from printer to printer. 
For more details on the options shown here, see “Page Setup” in 
chapter 5, or refer to your printer manual. 


To Reduce When 
Printing 


■ Choose Page Setup from the File menu. 

You see the Page Setup dialog box. 

If you’re printing on an ImageWriter, you can reduce the size at which 
your page prints. Choose one of the options provided. For example: 

■ To reduce the size of text by one-half, check 50% Reduction. 

If you’re printing on a LaserWriter, you can enlarge or reduce the size at 
which your page prints. 
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To Smooth When 
Printing with a 
LaserWriter 


To Print a Document 


H Enter the amount of enlargement or reduction you want. 

1. Choose Page Setup from the File menu. 

You see the Page Setup dialog box. 

2. Check Text Smoothing in the dialog box. 

Smoothing makes graphics and bitmapped fonts print crisper. You 
do not need to smooth text if your LaserWriter already has the font 
you want. 

1. With the document open on the screen, choose Print from the File 
menu, and make sure that the settings are correct. 


LaserWriter Print dialog box 


LaserLLIriter “LaserWriter” 


Copies: 


Pages: ® fill Q From 
Couer Page: ® No O First Page O Last Page 
Paper Source: ® Paper Cassette O Manual Feed 


To: 


I 0K )J 

[ Cancel ] 

( Help ] 


[X] Reuerse Order Printing Print: ® nil O Left O Right 

□ Collated Copies 


Make your choices in the dialog box that appears. 

The options available to you depend on the printer you’ve chosen. 
The main options are: 

□ To print more than one copy, enter the number you want in the 
Copies text box. 

□ To have Mac Write II print last page first, click Reverse Order 
Printing. 

The first page of the document will be on top of the stack of printed 
pages from your printer. 


To Print a Document 
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To Print Several 
Documents 


□ To print a specific range of pages, enter the number of the first page 
of the range in the From text box, and then the last page of the 
range in the To text box. 

□ To print each sequence in order when you’re printing more than 
one copy, click Collated Copies. 

□ To print all pages, click all, or to print only left or right pages, click 
the Left or Right buttons. 

Collated copies come out 1-10 and then RIO again. Without 
collating, if you choose two copies, you get two copies of page 1 and 
then two copies of page 2, and so on. 

2. Make sure your printer is on and warmed up. 

3. Click OK. 

1. Save all open documents and then quit MacWrite II. 

2. On the desktop, select each document you want to print. 

3. Choose Print from the File menu. 

You see the standard Print dialog box. 

4. Confirm that the settings are what you want and then click OK. 

You can print any number of documents this way, but you can print 
only one copy of each. Be sure to choose 1 copy only. 
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To Print Form Letters 


1. With both your data document and your letter open, choose Merge 
from the File menu, make sure the settings are the way you want 
them and then click Merge. 

(You must use the Open Merge Data File command to open the data 
document. For information on merging data files, see “Creating 
Form Letters” later in this chapter.) 

You see this dialog box: 


Merge dialog box 


To print the form letters, click — 
Printer. 

To import the data into your 

letters and save the whole series 
of form letters in a new 
document, click New Document 


Merge 

Data File Records: <§) fill OFrom: To: 

: — \ ’ — 

Merge To: ® Pri nter New Document 


Merge with data file : 
data doc 


Cancel 


( Merge 


2. If you chose to send the form letters to the printer, make sure the 
settings suit you in the Printer dialog box and then click OK. 


To Print Form Letters 
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You can open documents created in Microsoft Word, Microsoft Works, 
Microsoft Write, WriteNow, or MacWrite. Opening those documents 
in MacWrite II, you can quickly modify someone else’s work, borrow 
from it, or improve on it. 

In turn, you can take your MacWrite II document and save it in the 
most common formats used by those applications — specifically, 
MacWrite 5.0, Microsoft Word 3.0, Microsoft Works 1.1, Microsoft 
Write 1.0, WriteNow 1.0, and Text (unformatted text in ASCII 
format). You can exchange documents with colleagues who use other 
word processing applications; they can open your file, incorporating 
parts of your document into their own or modifying your document for 
their own purposes. 

To Import a File from ■ Choose Open from the File menu. 

Another Application 

You see the Open Document dialog box: 


Open Document dialog box 


Find the document you want on 
the list and double-click the 
document you want to open or 
click the Open button. 


To limit the number of documents 
listed in the box, choose a file 
format from the Show pop-up 
menu. 


Open Document 




a HD 20 Mb 

— 

Lj Empty Folder 

O 


Q MacDraup 

Q MacPaint 

ICD MacLllrite 

D My Correspondence 

CD System Folder 

CD System Tools 


_ 



o 


ShQLu\ [fl|| auailable^ 


==i HD 20 Mb 

[ s je< * ) 

[ Driue ] 



[ Cancel ] 


A copy of the document is converted to MacWrite II format and 
opened with “(Converted)” as part of its title. The original 
document is left on the disk in its original format. 
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To Exporta File to 
Another Application 

✓MacWrite II 
MacWrite 1 1 Stationery 
Tent 

MacWrite 5.0 
WriteNoui 1.0 
Microsoft Word 3.0 
Microsoft Write 1.0 


Microsoft Works 1.1 


1. Choose Save As from the File menu. 

2. In the dialog box, choose the application format you want from the 
Save As pop-up menu. 

3. Click Save. 

A copy of the document is saved in the new format. The current 
version of your MacWrite II document remains on the screen. 


Save As pop-up menu 


To Export a File to Another Application 
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Sometimes you want to use the same format over and over for a certain 
type of document; for instance, you may want all your internal memos 
to be set up exactly the same way or all reports to appear with the same 
font, margins, and headers. To ensure consistency from one document 
to another, you can create a template with precisely the right style and 
formatting and then save it as stationery. 

A stationery template acts like a pad of paper. Every time you open the 
stationery, you get a copy of whatever you set up and saved originally; 
stationery may include text such as your name and address, a picture 
such as a corporate logo, and a full range of formatting for your page, 
paragraphs, and text. Unlike a regular document, though, each sheet of 
stationery has a new name; that way, no matter what you write, you 
can’t accidentally destroy your original by saving over it. 

In addition, if you write most documents in one format, you can set up 
that format as a stationery template and then arrange to have 
Mac Write II open that stationery every time you start the application 
or choose New from the File menu. This stationery format is called 
“automatic stationery.” 


To Save a Document 
as Stationery 


1 . Choose Save As from the File menu. 


You see the Save As dialog box. 

2. Choose MacWrite II Stationery from the Save As pop-up menu. 

3. Type the name of the stationery document and then click Save. 

A copy of the document is saved in stationery format. The current 
version of the document, in MacWrite II format, stays on the 
screen. 


To Open Stationery 


t. Choose Open from the File menu. 

You see the Open Document dialog box. 
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To Set Up Your Own 
Defaults (Automatic 
Stationery) 


2. Choose MacWrite II Stationery from the Show pop-up menu. 

You see available stationery documents in the document list. 

3. Double-click the document you want to open. 

MacWrite II automatically makes a copy of the document and opens 
it. The new document is untitled until you save it and give it a 
name. The original remains on the disk in stationery format, 
available for you to call up again. 

You can also open a stationery document from the Macintosh 
desktop by double-clicking its icon. 

1. Choose Save As from the File menu. 

You see the Save As dialog box. 

2. Choose MacWrite II Stationery from the Save As pop-up menu. 

3. Name the document MacWrite II Options. 

4. Save the document in the System Folder. 

From now on when you start MacWrite II or choose New from the 
File menu, you’ll see all your settings in that new document. Use 
this technique if you always want the same settings to appear in new 
documents. You can save only one document as automatic 
stationery. 

If you want to return to the standard MacWrite II settings for one 
document, hold down Option while you choose New from the File 
menu. A new document with MacWrite IPs standard format is 
opened. The next time you choose New, though, you will get the 
automatic stationery again. To get rid of the automatic stationery, 
remove it from the System Folder or name it something other than 
MacWrite II Options. 


To Set Up Your Own Defaults ( Automatic Stationery) 
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You can have MacWrite II insert data from a list into a standard letter, 
creating a series of “personalized” form letters. For instance, you can 
take names and addresses from a database, and have MacWrite II merge 
those with copies of a standard letter, to create unique versions for each 
person. 

First, set up your data in its own document. A data document contains 
information in lists. The first line contains the categories of 
information, or field names, separated by commas or tabs. Each 
subsequent line contains entries in each category, with each entry 
separated from the next by a comma or tab, and the whole line known 
as a record. For example, in an address list, one person’s record includes 
his or her name, address, and phone number. 

Then write a standard letter. You tell MacWrite II where you want to 
insert the data from the records in the data document. For instance, you 
might write, “Dear <<First Name>>,” as an opening, and let 
MacWrite II fill in the name as it goes. 

When the data document is open, and your standard letter ready, you 
tell MacWrite II to merge the data with the letter, producing one form 
letter after another. 


To Prepare Your Data 
Document Using 
MacWrite II 


1. Choose New from the File menu. 

You are going to create a table with columns of information. The 
first column will be flush left, against the left margin. 

2. Drag tab markers into place to mark all the columns beyond the first. 

Use the align left tab marker, the first triangle in the gray area below 
the ruler. 
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To Prepare Your Data 
in Other Applications 


3. Type the name of the first field of information. 

This field will contain one type of data, such as First Name or Zip 
Code. You can think of the field name as the title of a column of 
information. 

4. Press Tab and enter the next field name. Continue until you have 
entered all field names in one line across the top of the page. Then 
press Return. 

5. Enter each record of information the same way. 

For instance, if the first field contains first names and this record is 
for Jonathan, you would type “Jonathan,” then tab to the next field 
and enter the appropriate information, and go on like that, pressing 
Return at the end of the line. 

The rule of thumb: Use tabs to separate each entry, and Return to 
indicate the end of a record. When typing information, you may 
find that you don’t have an entry for a particular category. If so, 
press Tab to move to the next category. 

6. Choose Save from the File menu to store this document on disk. 

■ In another word processing application, prepare your data the way 
you would in MacWrite II. 

Devote the first line to field names, separated by tabs or commas; 
then, in each record, use a tab or comma after each entry and press 
Return to indicate the end of a record. 

■ In Microsoft Works, just save your database. 

MacWrite II can read a Microsoft Works database directly as a data 
document. 

■ In any other database — such as FileMaker® II — save the 
document in Merge format (with commas between entries). 


To Prepare Your Data Document in Other Applications 
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To Insert Fields into 
Your Letter 


Open Merge Data File dialog box 


Double-click to open a folder and 
double-click again to open the 
document you want. 


■ In any other application, set the data up the same way, but save as a 
Text (ASCII) file. 

MacWrite II recognizes tabs and commas as the delimiters, or 
dividing lines, between one field name and the next, and between 
one entry and the next. 

1 . In your letter, click where you want to insert information from the 
data document. 

For instance, after the salutation “Dear,” you might want to put the 
name of one of your customers, drawn from the Name field in your 
data document. Press the Space bar once and then leave the 
insertion point at that spot. 

2. Choose Open Merge Data File from the File menu. 

Use this dialog box to select the document containing the 
information you want to insert: 


Select Merge Data File: 



Si To Do 



LZi Budget 
□ G.R. Nouel 


c=iHard Driue 

D Subscribers 


( £ J«< * ] 




( Driue ] 

II Open ]| 



<> 

( Cancel ] 


ShOLLP 


fill auailable | 
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The document you need contains lists of entries arranged in fields; 
for example, names and addresses. When you open the data 
document this way, you do not see it in a window; instead, the 
Insert Merge Field dialog box appears, displaying the field names of 
the data document. 


Insert Merge Field dialog box 


Use this pop-up menu to change the 
delimiters, the punctuation that sets 
field names apart from the regular 
text of your letter. 

If you've already inserted field 

delimiters in the letter, use this 
button to find the next ones in the 
letter. 


Insert Merge Field 


Field Delimiter 

Field Name 


Command 


- « » | 

Name 

<> 


IF 

o 


Rddress 



ELSE 

E 


Zip Code 



ENDIF 






NEHT 

1 


[Find Delimiter ] [ Insert Field NameJ [insert Command | 


To Change or Find 
Field Delimiters 


3. In the dialog box r highlight the name of the field containing the 
information you want inserted at this point in your letter. 

4. Click Insert Field Name to have the selected field name placed at 
the insertion point in your letter. 

MacWrite II places the field name in the letter along with the 
correct delimiters — punctuation that distinguishes the field name 
from ordinary text. 

From now on, to enter any other fields, choose Insert Merge Field 
from the File menu to get the Insert Merge Field dialog box. 

1. Open your data document by choosing Open Merge Data File from 
the File menu or, if you have already opened that document, choose 
Insert Merge Field from the File menu. 

MacWrite II displays the data document’s field names in the Insert 
Merge Field dialog box. 


To Change or Find Field Delimiters 
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To Insert a Field 
Name Yourself 


2. Choose a pair of field delimiters from the pop-up menu on the Insert 
Merge Field dialog box. 

Field delimiters surround the name of the field, setting it off from 
ordinary text in your letter, so that MacWrite II understands it 
should take data from that field in the data document, and insert 
that data here when merging. 

3. To move the insertion point to the next instance of those delimiters 
in your letter, click Find Delimiter. 

1. In your letter, type the opening delimiter to set the field name off 
from ordinary text. 

To create the standard opening delimiter ( <£ ), press 
Option^ \ (backslash). You can also type the less'than character 
twice (<<). 

2. Type the name of the field. 

Be sure you’ve got it exactly. Any misspelling will thwart 
MacWrite IPs search for that field in the data document; 

MacWrite II will ignore the field and move on. 

3. Type the closing delimiter. 

To create the standard closing delimiter, press Option-Shift' \ 
(backslash). You can also type the greater 'than character twice 
(»). 

You can also type all the field delimiters yourself and then choose 
Insert Merge Field from the File menu, have MacWrite II move the 
insertion point to the next pair of delimiters, and then tell 
MacWrite II to insert a selected field name between them. This 
guarantees that the field name is spelled correctly. 
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To Format the Data 
That Will Be Inserted 


1 . Select the field name. 


To Set Up If-Then 
Conditions 


2. Format the name in whatever way you want. 

You can choose any character format — font, style, size, or color. 
That format will be applied to the information inserted at this point. 

1. In the letter, click where you want to set up a condition. 

A typical conditional statement might be: “If this customer owes 
more than $100, then add the statement, ‘We appreciate your 
prompt payment.’” Of course, you need to format the statement so 
that MacWrite II can distinguish it from the ordinary text of your 
form letter. 

2. Choose Open Merge Data File from the File menu and select the data 
document. 

You see a list of field names and commands in the Insert Merge Field 
dialog box. 

3. Select IF and then click Insert Command. 

MacWrite II inserts the correct delimiter and then adds IF. (You 
could also double-click the command to have it inserted.) 

4. Select a field name and then click Insert Field Name. 

The IF clause can have three parts: a field name, a mathematical 
operator, and a value (a number or some text). The three parts 
together state a particular condition. For instance, <<IF Last 
Name = "Smith"». 

Notice that because the field name already appears inside the 
delimiters for the IF clause, you don’t need to surround it with 
delimiters. 


To Set Up If Then Conditions 
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5. In the Command list, pick a mathematical operator, choose Insert 
Command. 

Mac Write II will automatically make the document window active. 
You can use the following operators: 


= 

Equals or (for text) exactly matches 

<> 

Does not equal 

< 

Is less than 

<= 

Is less than or equal to 

> 

Is greater than 

>= 

Is greater than or equal to 

CONTAINS 

Contains the following text 


6. Enter the value. 

Make sure that you’re inside the closing delimiter for the IF clause. 
This is the value you want to test each entry against, to see whether 
or not they’re equal. If you want to see if the entry matches some 
particular text, put that text in quotes. 

Here are some examples of conditional statements and what they 
mean: 

<<IF Zip > 50540>> means “If the zip code is higher than 

50540 .” 

<<IF State = "CA">> means “If the entry in the State field is 
CA.” 

<<IF NOT State = "CA"» is the same as 
<<IF State <> "CA"», and means 
“If the entry under State is not CA.” 
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7. Type the text to be inserted if that condition is met. 


To Add an Else Clause 


For instance, your clause might read: 

«If State = "CA">> Please include California sales 
tax . 

The message you inserted at this point in the letter must appear 
outside of the field delimiters surrounding the IF clause. 

8. Conclude the conditional statement with «ENDIF». 

You can type this in yourself, or you can select ENDIF from the list 
of commands in the dialog box; then click Insert Command. That 
tells MacWrite II you’ve ended the iTthen statement. 

Here are some examples of complete conditional statements: 

<<IF Balance > 100>> You are a valued customer. 
«ENDIF» 

<<IF State = "CA">> Please pay California sales 
tax. <<ENDIF>> 

<<IF City = "Paris">> Only Parisians know Paris. 
«ENDIF» 

1 . After the IF clause and after the text you want inserted if that 
condition is met, but before «ENDIF» r type 

«ELSE» 

2. Enter the text to be used if the original conditions are not met. 

For instance, you might write: 

«If State = "CA">> Please include California 
sales tax. <<ELSE>> No sales tax is needed. 
«ENDIF» 


To Add an Else Clause 
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ELSE lets you set up a second message — one to be used if your first 
IF clause turns out not to be true. 

To Compound Your 
Conditions 

1 . In your IF clause, add AND, OR, or NOT. 

AND adds another IF. Both conditions have to be met for 

MacWrite II to print the text that follows. For instance, if you had 
to apply sales tax to every customer living in California, plus a 
special sales tax in the California zip code of 94609, you might 
write: 

<<IF State = "CA" AND Zip = 94609» Please include 
both the California sales tax and the Oakland 
Special Tax with your payment. «ENDIF» 

OR is inclusive. You use OR when you want MacWrite II to add the 
following text if either one or both of the two conditions are met. 
For instance, if you want to add a special message to people who 
subscribe to either the Morning News or the Evening Journal, or to 
both, you might write: 

«IF Newspaper = "Morning News" OR Newspaper = 
"Evening Journal">> Subscribers will receive a 
free News Headband, with our thanks. <<ENDIF>> 

NOT lets you rule out certain entries that might be included in the 
first part of your IF clause. For instance, if you want to send a 
message to anyone who lives in Massachusetts, but not in West 
Newbury, you might write: 

«IF State = "MA" AND NOT Zip = 01985» What do 
you think of West Newbury? <<ENDIF>> 

2. Use parentheses to surround further refinements. 

Parentheses act as they would in algebra: MacWrite II works on the 
material in parentheses first. For instance, if you want to address a 
special message to Belgians whose main language is French and who 
speak no Flemish at all, you might write: 
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«IF Nationality = "Belgian" AND (Main Language = 
"French" AND NOT Other Languages CONTAINS 
"Flemish") >> Paris vaut une messe. <<ENDIF» 


To Merge Data into a ■ With both your data document and your letter open, choose Merge 

Form Letter from the File menu, making sure the settings are the way you want 

them in the Merge dialog box, and click Merge. 

You must have used the Open Merge Data File command to open 
the data document. 

You see this dialog box: 


Merge dialog box 

Type in the numbers of the first — 
and last records you want to use, 
or click All. 


To merge the data into form - 
letters during printing, select 
Printer. 


To create a new document with 
the data combined with the 
letters, select New Document. 


\ 


Merge 

Data File Records: g> Rll Q From: 


To: 


Merge To: y® Printer 


y O Neu.i Document 


Merge with date file : 
Client Data 


Cancel 


Merge 


□ If you choose to send the form letters to the printer, make sure the 
settings suit you in the Print dialog box. 

For details about printing, see “Printing Documents” earlier in this 
chapter. 


□ If you choose to put the sequence of form letters into a new 

document, MacWrite II automatically creates a new document with 
the original title appended with “Merged.” 

The document will be saved in the regular way. You can then edit it 
or print it at a later time. 


To Merge Data into a Form Letter 
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M acWrite II Environment 


This chapter guides you through the MacWrite II visual environment: 
first exploring the standard MacWrite II apparatus of menu bar, dialog 
boxes, on-line help, and icons; then examining an individual document 
in its own window. The window may include a ruler for the current 
paragraph, page guides showing you how your text will fit onto the 
piece of paper, and distinct areas for the various elements in your 
document — main body of text, header, footer, and footnotes. 

If you’re looking at the screen, then, and wondering what some image 
represents, glance through this chapter for an explanation. 


MacWrite II Environment 
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Whenever you open a MacWrite II document, you see the MacWrite II 
menu bar spread across the top of the screen. You choose commands 
from the menus. Occasionally, a menu command requires further 
information. In such an instance a dialog box will appear asking for 
more direction. And sometimes you may need a little more 
explanation. You can get information and instructions from 
MacWrite IPs ondine Help system. To let you move quickly through 
these aspects of the application, MacWrite II presents a lot of 
information visually, in pictures and icons. 

Here’s how to get the most out of these visual aspects of the 
MacWrite II environment. 

Menu Bar The menu bar contains the title of each pull-down menu. To choose a 

command, drag down from the menu title, and when you’ve 
highlighted the command you want, release the mouse button. 
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Listed beside many commands you’ll find a shortcut — a combination 
of keys you can press to get the same effect as choosing the command. 
For instance, pressing Command-Y has the same effect as choosing 
Spell Word. 

♦ By the way An upward-pointing arrow in a keyboard shortcut adds 
the Shift key to the combination. 

Dialog Boxes When MacWrite II needs more information from you to carry out your 

command, a dialog box will appear, asking you to select settings, choose 
additional commands, enter text, or make other choices. 


Character dialog box 

Click this pop-up menu button to — 
display additional choices. Release 
the mouse button to choose one. 


Check boxes : You can often click - 
more than one. 


Click to temporarily apply all your ■ 
settings to the currently selected 
text. 


Character 


Font 1 Heluetica | Size | 12 pt | Color | Black | 


Style 
Plain 
n Bold 

□ italic 

□ Str i ke Thru 

□ GDmQDflm© 

*“□ aoiacflaiig 


□ Underline 

n Uld. Underline 

□ Dbl. Underline 

□ ['Sup‘5'r?i?fFpt'| 

□ (IFFOf OFf: 



Help 


You can get help directly from MacWrite II in two ways. For 
step-by-step advice, or information about other topics, choose Help on 
the Apple menu or press Command-? (question mark). On an extended 
keyboard, you can also reach Help by pressing the Help key, Control-E, 
or Control-Shift-E. 


Help 
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♦ Note The Help system is so extensive that if you are using 800 K 
disks, you may not have had room for it on your working copy of 
Mac Write II. You’ll be asked where to find MacWrite II Help. Eject 
the disk that contains your System Folder, and replace it with a copy 
of the MacWrite II Reference disk. 

You start at the table of contents: 


MacWrite II Help table of contents 



□ How to Use Help 

□ Introduction 

□ The Document Window 

□ The Page 

□ The Ruler 

□ Menus and Commands 

□ Dialog Boxes 

□ Command Keys 


□ Creating and Editing Text 

□ Checking Your Document 

□ Formatting 

□ Working With Graphics 

□ Working With Documents 
and Files 

□ Working With Form 
Letters 

□ Quitting 


When you click a topic, you get a card with more details. Often you can 
click an area of the image to get further explanations. 
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Help with rulers 


Icons 


Icons in MacWrite II 


The Ruler 



The ruler shows the settings for the 
paragraph you are in. If several paragraphs 
are selected, the ruler shows the settings 
for the first paragraph. 


The ruler can be viewed in two ways. The 
expanded version, shown here, lets you set 
tab stops, line spacing, paragraph 
indentation, and text alignment. Click in 
the white area of the ruler to see the 
condensed version. 


Documentl 


•F t 


J.2.. 


Click to justify 
paragraph text, to 
align it on both the 
left and right. 


000Sf': Has 0? cm -H EHH 


MacWrite II follows the Macintosh approach, representing documents 
and files as icons. When you are in the Finder or MultiFinder and want 
to open a document or launch MacWrite II, double-click the icon. To 
move a document, just drag its icon. 


Here are the MacWrite II icons for documents and files: 




msr k 


— 



= — 




MacWrite II Document Stationery 



Main Dictionary MacWrite II Help MacWrite II Hyphenation 


Icons 
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Document Window A document appears in the standard MacWrite II window, below the 

menu bar. You can have up to seven documents open at one time, 
copying, cutting, and pasting between them; so you need to be able to 
resize windows, and move forward and backward through the 
documents. 


MacWrite II document window 

Close box : Click here to put away 
the document. 

The ruler : Refer to “The Ruler" in 
this chapter for details. 


Title bar : Displays the current title of 
your document. You can change the 
title when you save the document to 
disk. 

Your current page number : If several 
pages are showing, this number 
represents the first of them. 


This icon indicates whether this is a 
left- or right-hand page when you've 
chosen Left/Right Pages in the Page 
dialog box. 



Size box : Drag this box to resize the 
window. 
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MacWrite II Environment 


Several MacWrite II document 
windows on screen 

Zoom box : When you've changed the 
size of your window, click here to 
change back to the other size. 


Vertical scroll box : To move through 
large chunks of your document, drag 
this box up or down. 

Vertical scroll bar : To move through 
your document one line at a time, 
click the down arrow orthe up 
arrow. 

Horizontal scroll bar : Click the left or 
right arrows to move a quarter-inch 
left or right on your page. 

Horizontal scroll box : Drag this box - 
left or right to move horizontally. 
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Ruler MacWrite II displays only one ruler. The ruler shows you the page 

margins, paragraph indents, tab stops, line spacing, and alignment 
settings for the paragraph you’re currently working in, or if you’ve 
selected several paragraphs, the settings for the first one. 


The preset unit of measurement for the scale on the ruler is inches. You 
can change the ruler’s unit of measurement in the Preferences dialog 
box. MacWrite II gives you several measurement systems, including 
inches, inches decimal, picas, points, millimeters, or centimeters. 


Ruler 
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By double-clicking anywhere in the white part of the ruler, you can 
have MacWrite II display the ruler in a condensed or expanded version. 
In addition, by double-clicking the first line indicator or the paragraph 
indent markers, you can open the Paragraph dialog box. And by 
double-clicking one of the boxes containing tabs, you can open the Tab 
dialog box. The ruler interacts with the Tab or Paragraph dialog boxes 
when they are on screen; the settings displayed in the dialog box are 
updated to reflect changes you make when you drag a paragraph indent 
marker, or click to insert a tab stop on the ruler. Only the tab, line 
spacing, and text alignment boxes are inactive when the dialog boxes 
are open. 

The condensed ruler for a page with one column looks like this: 


Condensed ruler for a page with 
one column 

Left margin of page 

Left paragraph indent marker — 

Indentation for first line of a 

paragraph 

Right paragraph indent marker — 
Right margin of page 
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—/ / The heavy black Volvo leaned into its springs as the, 

^ chauffeur took the steep curve out of Lausanne, whipping 
along the cliff overlooking Lake Geneva. In theback'se^ 
Bryan took a sip of hot coffee. Darkness hid the sam 
and the program he'd been watching on the built-ip 
television was boring. It wasn’t serving its purpMe--to keep 
him awake. 

Bryan fitted his empty cup back into the traveling bar 
and yawned. He hadn't been able to sleep on the plane, and 
had been whisked directly into the car at the airport, 
continuing the whirlwind that had begun yesterday 
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The condensed ruler for a page with three columns looks like this: 
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Condensed ruler for a page with 
three columns 

Left margin of page and column - 

Left paragraph margin 

Right paragraph margin 
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His fatigue vanished 
as he ponderedwhatMcNare 
would say. 1/fcNare was used 
to having his orders 
followed. Biyan hadn't 
been offended— McNarewas 
sometimes ovetbearing and 
abused his authority; he'd 
been a two-star general— but 
Biyan had other, more 
compelling reasons to 
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Memories arose, 
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garden fell into luin . The 
words had meant abitter, 
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Biyan welcomed a suige of I 
renewed anticipation that 
shredded his dark thoughts 
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To expand the ruler, double-click in the white space. In its expanded 
form, the MacWrite II ruler lets you set tab stops, line spacing, 
paragraph indentation, and text alignment for your current paragraph. 


For a page with one column, the expanded ruler looks like this: 


Ruler 
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Expanded ruler 

Left tab marker box 

Center tab marker box 

Righttab marker box 

Align-on tab marker box 

Single-spacing 

1V 2 -spacing 

Double-spacing 

Decrease line spacing 

Increase line spacing 

Aligns paragraph text flush left - 

Centers paragraph text 

Aligns paragraph text flush right 
Justifies paragraph text 



The Tab dialog box allows you to set tab markers on the ruler. 



4-12 


M acWrite II Environment 



Page Guides 


You can have MacWrite II hide or show page guides. To show you 
where your text will appear, MacWrite II displays the page or column 
margins in delicate dotted lines. 


Page guides 

Top margin 

A header will appear here.— 

Text will be contained in this 
column. 

Space between columns 

Left margin 

Right margin 


Bottom margin 



Elements of the 
Document 


Documents may have four distinct page elements: the main body of 
text, the header (the repeating text at the top of each page), the footer 
(the repeating text at the bottom of every page), and any footnotes 
(which can appear at the bottom of the referenced page or at the end of 
your document). 


Elements of the Document 
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MacWrite II Environment 


Page elements 


A header will appear here. 

The main body of text will appear - 
here. 

The handle: Drag to expand or 

contract the area that contains the 
header or footer. 


If you choose to have footnotes — 
accompany the reference, they 
appear here. 

A footer drops to the bottom, in this 
area. 



When you ask MacWrite II to check spelling in an entire document, it 
inspects each page element separately. If you want, you can have 
MacWrite II report the results of its examination for each element — 
or just run through them all, and give you the final totals. 

Invisible Characters When you type a space, MacWrite II normally moves the insertion 

point a little to the right and leaves a blank space behind. But that 
blank space is actually a character. So is a return, a tab, even a page 
break. Because most people don’t want to be bothered looking at these 
little “extra” characters, MacWrite II hides them most of the time. 


4-14 


MacWrite II Environment 


When you are about to reformat an area or cut some passages and move 
things around, you may find it helpful to use the Show Invisibles 
command on the View menu to reveal all these “invisible characters” 
so you can include them in your selections. For instance, when moving 
a list, you can be sure to include all the tab characters needed to keep 
the items lined up properly. 


Some invisible characters made 
visible 


Return with ruler change 


Return for new paragraph 

Tab 

Page break 
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The Tempest as Protagonists 


In • KingLeac, the storm assaults, surrounds, confuses, terrifies, • 
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weareoutside-it,-watching,-The-centerof-Shakespeare J s-inteiest- 
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from -a -cry-of -pain -to -a -summing-up 
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For your convenience, commands on the View menu also allow you to 
hide or display the page guides and any pictures you’ve included in the 
document. 


Invisible Characters 
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Command Reference 


MacWrite II menu bar 


Above the title of your MacWrite II document, you see a bar beginning 
with the Apple icon and extending across the screen with the names of 
MacWrite II’s pull-down menus. Each menu contains a group of related 
commands. To locate a command, scan the menu bar for a relevant 
menu title. 


* File Edit Font Size Style Format Spelling View 


To open a menu, place your pointer on the menu title and press the 
mouse button; the list of commands drops down. Without releasing the 
button, move the pointer down the menu, and when you’ve highlighted 
the command you want, release the mouse button to choose the 
command. 

With some commands you can take shortcuts — pressing a 
combination of two or three keys (at once) to get the same effect as 
choosing the command from the menu. For instance, you can issue the 
Copy command by choosing it from the Edit menu or by pressing 
Command-C. Command shortcuts appear on the menus on-screen and 
in the last section of this chapter. 


Command Reference 
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Command Reference 


Edit 


i'.mvi Undo 

£ uX 

mi 

i 

m: 

Pasle 

m 

t lear 


Select Rll 


Find/Change... 


Insert Date 


Insert Time 

O&T 

Insert Page # 

1>88P 

Preferences... 


Show Clipboard 


Edit menu 


Sometimes a command appears dimmed. In such cases, you can’t use it 
at the moment because there’s nothing for it to act upon. For instance, 
until you select some text to cut, Cut appears dimmed in the Edit 
menu. 

You’ll notice that some commands are followed by three dots. In such 
cases, MacWrite II needs additional information from you before it can 
act on the command. When you choose one of these three^dot 
commands, a dialog box will appear in which you can enter text or 
check options. Enter the information and click OK to have MacWrite 
II proceed or click Cancel to stop the whole process. As a shortcut, 
press Return or Enter to choose OK; press Command' . (period) to 
choose Cancel. 
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Apple Menu 


p 

about Macliirite II... 
Help... §§? 


Rlarm Clock 
Calculator 
Chooser 
Control Panel 
Find File 


Key Caps 


Word Finder© 


Apple menu 


About MacWrite II... 


Help... 

Shortcut: Command-? 


The Apple menu provides you with information about MacWrite II, 
help while you are using MacWrite II, and various desk accessories — 
mini-applications that you can open, use, and put away without 
quitting MacWrite II. For more information about desk accessories, 
read your Macintosh owner’s guide. 


Displays a box that tells you the version number, date, and the creators 
of the application. For additional details about the system currently in 
use, size of the current system, ROM in use, available memory, and 
information of interest mainly to programmers, hold down Option 
while you choose About MacWrite II. To put either box away, click 
inside it. 

Provides a table of contents leading to detailed information about 
MacWrite II commands, dialog boxes, and visual environments such as 
the ruler and page elements, and includes step-by-step procedures for 
the most common tasks for which you’ll use MacWrite II. For a 
shortcut to reach Help, press Command-? (question mark). On an 
extended keyboard, press Help or Control-E. 

You can switch back and forth between Help and your MacWrite II 
document by clicking the window you want to make active. That way 
you can apply the advice to your work. 

♦ Note If you have not placed your Help document in the same 
folder or disk as the MacWrite II application, you’ll need to tell 
MacWrite II where Help is, and, if necessary, insert the disk 
containing it. 


Help... 
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Apple Menu 


Help window 


The name of the chapteryou're in 


Click an area ortopic you want to 
explore. 


Direction arrows take you through the Help 
System topic by topic. 

Click Table of Contents for a list of topics. — 

Use Find to locate a particular topic. 

For information about using Help, click here. 


TheRuJer 



• The ruler shoves you settings for the 
paragraph you've clicked in-your 
current paragraph-or, if you've 
selected several paragraphs, the 
settings for the first paragraph in 
the selection. 

1 Setting Tab Stop3 | 


• You can display the ruler in 
condensed or expanded form. The 
expanded version (belovO lets you 
set tab stops, line spacing, 
paragraph indentation, and text 
alignment for the current 
paragraph. Double-click 
in the vhite spar 


expand-the rule 


!□! 


Document 1 
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Click to justify 
paragraph text, 
aligning it on both 
left and right. 
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File Menu 


File 


New 

Open... 

3€N 

3§0 

Close 

Saue 

Saue Rs... 

Reoert Xi> S <u*e<i 

§€111 

3€S 

Insert File... 

OS€l 

Open Merge Data File. 


Insert Merge Fields., 

<k*:m 

Merges.. 


Page Setup... 


Print... 

8€P 

Quit 

m 


The File menu contains commands for creating, saving, and printing 
documents; opening and closing existing documents; and merging 
names and addresses into form letters. 


File menu 


New 

Shortcut: Command-N 

New, untitled MacWrite II 
document 


Creates and opens a new, untitled MacWrite II document. 
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File Menu 


Open... 

Shortcut: Command-0 


The new document opens with standard tab stops set every half- inch 
(they don’t appear on the ruler), single-spacing selected, left alignment 
on, all margins set at one inch, plain 12-point Helvetica font chosen, 
black on white, with text in one column, with each paragraph’s first 
line flush left, and no extra space before or after any paragraph. 

If the preset options don’t match the settings you frequently use, you 
can create a document with the settings you do need and save it as a 
MacWrite II Stationery template; then, whenever you need those 
particular settings, you open the template. 

If you want to use those settings all the time, save the stationery 
template under the name MacWrite II Options in the System Folder; 
MacWrite II will automatically use those settings any time you start the 
application or choose New from the File menu. Once you have set up 
the MacWrite II Options template in this way, you can go back to 
MacWrite II’s normal settings for a particular document by pressing 
Option as you choose New. See “Working with Stationery” in 
chapter 3. 

You can have up to seven new (or existing) documents open on-screen 
at a time. When you have seven documents open, the Open command 
appears dimmed, and you can’t choose New. Close one of the 
documents before you choose New. 

Lets you open an existing MacWrite II document or a document in one 
of many other file formats. As a shortcut, you can press Command-O or 
double-click the icon or name of the document. 

When you choose Open, you see the Open Document dialog box: 
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Open Document dialog box 


Name of disk or folder containing the 
documents and folders listed in the 
box below. 

Double-click any document or folder- 
to open it. 

Name of the disk you are currently — 
using. Click to move up a level in the 
hierarchical file system. 

Shorten the list by choosing a 

document format from the Show 
pop-up menu. 


i=D 


Open Document 
HD 20 Mb | 


CD firm's Folder 
CD Correspondence 


l_i Empty Folder 


CD Jeff's Folder 
CD John's Folder 
ra id er 

CD Mary's Folder 
CD System Folder 


Shorn 




nil auailable | 


O 



[ Cancel ] 


In the upper-right comer of the Open Document dialog box, you see an 
icon for the disk on which Mac Write II is looking for documents that 
you might want to open. In the upper-left comer, you see the name of 
the disk again above a list of the applications, documents, and folders it 
contains. Click any document or folder to select it and then choose 
Open. 

If you open one or more folders looking for a document, you’ll notice 
that the name above your list changes to reflect whatever folder you’re 
currently investigating. Click that name to see the disk and any folders 
that contain this folder. Simply select one of these folders to go back to 
it. 

All documents in the following document formats are displayed: 
MacWrite II, MacWrite II Stationery, MacWrite, Microsoft Word, 
Microsoft Write, Microsoft Works, WriteNow, and Text (or ASCII). 
When you open a document from one of these formats, MacWrite II 
makes a copy in MacWrite II format and adds the word “(Converted)” 
to the title. 


Open... 
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File Menu 


Close 

Shortcut: Command-W 


If there are a large number of documents in the list and you know the 
format of the document you’re looking for, choose that kind of 
document from the Show pop-up menu. MacWrite II will display only 
the kind of document you choose. 

You can use Open to open any MacWrite II Stationery template; 
MacWrite II creates a new, untitled document that contains all the 
settings in the original stationery document. That means you don’t 
have to change any settings in the document; you can begin typing 
immediately. (If you’ve saved a particular stationery template as 
MacWrite II Options in the System Folder, you can open that in two 
other ways — by opening the MacWrite II application or by choosing 
New from the File menu.) 

For more information about locating a document, see “Opening a 
Document” in chapter 3. 

Closes the currently active window on the screen, including the 
document window, the Help window, or the Clipboard. As a shortcut, 
press Command-W or click the close box in the upper-left corner of the 
active window. 


Save 

Shortcut: Command-S 


Only the currently active window is closed. Any other windows on the 
screen remain open. To close a window that is not active, click the 
window and then choose Close. 

If you’ve made changes to the document since the last time you saved 
it, a message offers you the chance to save the document before closing. 

After you close the last window on the screen, you see an empty 
desktop. 

Makes a copy on a disk of the currently active document including all 
the changes you’ve made since the last time you saved. 

If you have already saved the document earlier, you see no dialog box or 
message. The version on the disk is replaced with the version on the 
screen, using the same name, format, and disk as before. When you 
choose Save for the first time, however, you see the Save dialog box: 
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Save dialog box 

Name of disk or folder containing all 
the documents and folders listed in 
the scroll box below 


Double-click any folderto open it. 


Type the name you want to give the 
document. 


c=.HD 20 Mb 

CD Rnn's Folder O 

CD Correspondence 
-CD Empty Folder 
CD Jeff's Folder 
CD John's Folder 
CD Laurie's Folder <> 

Saue current document as: 


Documentl 


g= HD 20 Mb 

f Eject } 

Driue 

^ 


t sa » e il 

Cancel ] 


The dialog box allows you to choose where you want to save the 
document. Essentially, you locate the right disk and then open any 
number of folders until you see the contents of the appropriate folder in 
the scroll box. Name the document and then click Save to drop it into 
that location. 

If there isn’t enough room on the disk to hold the document you want 
to save, a message announces that the disk is full; you should save the 
document elsewhere. Switch disk drives or eject a current disk and 
insert another. 

Use Save to update a document on a disk with the most recent changes 
you’ve made. When you want to make a copy of a document with the 
changes you’ve made, but you also want to keep the original document 
unchanged, use Save As to give your new version a different name, 
format, or location. 


Save 
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File Menu 


Save As... 

Shortcut: Command-Shift-S 


♦ By the way It’s a good idea to save your changes frequently so that 
if an unexpected interruption in electric service occurs, and your 
Macintosh is turned off, you won’t lose more than a few minutes of 
your work. 

Makes a copy on a disk of the currently active document or a selected 
portion of the document, using a different name, format, or location. 

When you choose Save As, you see the Save As dialog box: 


Save As dialog box 

Name of disk or folder in which your ■ 
document will be saved. 


List of all documents and folders ■ 
contained in the disk or folder 
named above. Double-click any 
folder to open it. 


Choose a document format here. * 


Type the name you want to give the- 
document. 


Click here to make a copy of the - 
entire document. 


Click here to make a copy of a 
selection. 


\ 


HD 20 Mb | 


CD Ann's Folder 
CD Correspondence 
CD Empty Folder 
□ Jeffs Folder 
CD John's Folder 
CD Laurie's Folder 


\ 

\ 

\ 


O 


o 


HD 20 Mb 




Urine 


Saue As: 


Maclllrite II 

|Document1 




II Saue 1 


Cancel 


® Entire document O Selection Only 


When you use Save As to store the document in the MacWrite II 
format, the original document you were working on is closed and 
replaced on-screen with the new document you created. If you give the 
new document a different name, that name appears in the title bar. 
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Revert to Saved 


Insert File... 

Shortcut: Shift-Command-1 


When you use Save As to store the document in a different format, 
Mac Write II makes a copy in that format but leaves the original 
Mac Write II document open on the screen. A pop-up menu in the 
dialog box allows you to save the document in the format used by 
MacWrite 5.0, Microsoft Word 3.0, Microsoft Write 1.0, Microsoft 
Works 1.1, WriteNow 1.0, and Text (or ASCII), as well as 
MacWrite II Stationery. 

Use Save As when you want to make a backup copy of a document in 
another folder or on another disk, when you want to keep both the 
original version of a document and a version with changes, or when you 
want to make a copy of a document with a different name or file format. 

♦ Remember If you’ve made changes to the document but haven’t 
used the Save command recently, using Save As saves those changes 
to the new document only. 

Removes all changes made to a document since the last time you saved 
it; re-opens the last-saved version of the document from the disk. 

After you choose Revert to Saved, a message asks if you really want to 
revert to the last version saved. Click OK to revert; click Cancel to 
keep the changes you’ve made. 

▼ Caution You cannot use the Undo command to cancel the Revert 
to Saved command. All changes are thrown away. 

Lets you select a document to be inserted as a whole right into your 
current document, at the insertion point. 

You see the Insert File dialog box in which you can choose a file in the 
same way you would if you were using the Open command. You can 
insert MacPaint, PICT, and PICT2 pictures, any Text Only or ASCII 
files, and documents saved in the format of MacWrite II, Microsoft 
Word, Microsoft Write, Microsoft Works, WriteNow, and MacWrite. 


Insert File... 


5-13 


File Menu 


Open Merge Data File/ 

Close Merge Data 
File... 

A data document contains information arranged in a list. The first line 
contains the categories of information, or “field names,” separated by 
commas or tabs. Each of the following lines is a complete record 
containing data entered under those categories with each entry 
separated from the next by a comma or a tab (for example, an address 
list). Across the top row of the list, your categories or field names might 
be First Name, Last Name, Street Address, City, State or Province, Zip 
Code, Country. Beneath that first row, each row would provide the 
name and address of one individual, with entries under each category. 
For instance, under City, one person’s record might show the entry 
Furnace Village. 

You can create such a document in MacWrite II. You can also create a 
data document with any computer database that saves documents with 
commas or tabs between entries. Or you do the same using merge 
format, a computer industry standard. 

MacWrite II can handle up to 256 fields in your data document. Each 
field name can have up to 250 characters, and the entry in each field 
can be 250 characters long as well. 

You can have only one data document open at a time for each 
MacWrite II document, but you can open and close a series of different 
data documents for one MacWrite II document. 

To close the data document, choose Close Merge Data File. 


Lets you select a document containing the data you want to combine 
with a standard letter to produce form letters. You see a dialog box in 
which you can choose a document in the same way you would if you 
had chosen the Open command. 
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Insert Merge Field... 

Shortcut: Shift-Command-M 


Opens a dialog box with which you can insert field names, field 
delimiters, and commands into a form letter so that during the process 
of merging, your letter will receive data (such as names and addresses) 
from your data document. This command becomes active only after you 
have chosen Open Merge Data File from the File menu and selected a 
data document. 


The dialog box has three columns devoted to these subjects: 


□ Field delimiters: Here you can set the punctuation that will separate, 
or “delimit,” a data field in your form letter and then have 

Mac Write II search through your form letter for the next instance of 
that punctuation. 

□ Field names: Here you can select the name of a field from a list of 
the fields Mac Write II found in the data document you opened 
earlier with the Open Merge Data File command. You can also have 
Mac Write II insert the field name at the insertion point in your 
letter, with the correct delimiters surrounding it, when necessary. 

□ Commands: Here you can select additional commands to control or 
refine the actual merging of data and letter and then have 

Mac Write II place the commands in your form letter, with all 
necessary punctuation. 


Insert Merge Field dialog box 

Punctuation that will be used to 

separate these fields from the rest of 
the letter. 

The names of all the fields MacWrite 
II found in the data document 


Click here to have MacWrite II 

search through the letter for the next 
field delimiter. 


Insert Merge Field 


Field Delimiter 

| « » | 


| Find Delimiter j 


Field Name 


Name 

<> 

Address 

Zip Code 


| Insert Field Name | 


Command 


IF 

o 

ELSE 


ENDIF 


NEAT 

<> 


Insert Command | 


When you have selected a field, 

click here to have MacWrite II enter 
it into the letter at the insertion point. 


Insert Merge Field . . . 
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File Menu 


Find Delimiter 

A field is a category of information, such as Occupation or State. The 
Field Delimiter pop-up menu offers three kinds of brackets necessary to 
delimit the field (surrounding the name of a field and setting it off from 
ordinary text). When MacWrite II encounters the brackets you choose 
here, it recognizes that the text you’ve enclosed in brackets will be 
either the name of one of the fields in your data document or a 
command specifying what to do with the data. Click Find Delimiter to 
have MacWrite II highlight the next instance of the delimiting 
punctuation in your letter. 

Insert Field Name 

Here MacWrite II lists the names of the fields found in your data 
document. Each field contains a category of information, such as 
Address or Salary. To have MacWrite II insert that information into 
your letter during mail merge, you click in your letter at the spot where 
you want to insert data from your records. Then you choose Insert 
Merge Field, select the field, and click Insert Field Name. At the 
insertion point in your letter, MacWrite II inserts the field name, with 
the punctuation that separates it from the ordinary text of the letter. 
For instance, after the salutation, you might insert the field First Name, 
with angle brackets to delimit the field, which would look like this: 

Dear <<First Name>> 

Later, when you choose the Merge command, MacWrite II creates a 
new version of the form letter for each record in your data document, 
and takes the first name of each person, placing it after the Dear, to 
address each recipient personally. 
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Insert Command 


Here you can select and insert into a form letter commands about what 
MacWrite II should do when the data meets certain conditions. For 
instance, you can set up conditional situations, such as “If the state is 
Missouri, add a sales tax of 5 percent to the total bill.” 

These conditional statements take a three-part form: «IF the 
information found in a certain field is a certain <falue>>...then print 
this statement.. .<<ENDIF>>. 

Here are the commands and operators: 

□ IF sets up a condition, spelled out in the first clause of the sentence 
you create. The IF clause tells MacWrite II to use a mathematical or 
logical operator to make some comparison between the data found 
in a certain field and some value or text you declare. If the condition 
is met, MacWrite II prints whatever text follows — up to the 
<<ENDIF». For instance, if you wanted to add a special statement 
for people with zip codes greater than 95000, the complete 
statement might be: 

<<IF Zip > 95000>> Extra postage applies in your 
area. <<ENDIF>> 

D ELSE adds an alternative message to be used if the original IF clause 
turns out not to be true. For instance, if you had to collect sales tax 
from customers in British Columbia, but wanted to point out to 
everyone else that they were getting by without paying any sales tax, 
you could write: 

«IF Province = "BC">> Please include British 
Columbia sales tax. <<ELSE» No sales tax is 
needed. <<ENDIF>> 


Insert Merge Field ... 


5-17 


File Menu 


□ ENDIF concludes the sentence begun with IF; it too must be 
surrounded with delimiters so that MacWrite II knows it is a 
command and not ordinary text. 

□ NEXT tells MacWrite II to go to the next record in the data 
document and use its information to replace the field names that 
follow. You could use NEXT when you want to create an address 
list, like this: 

<<First Name>> <<Last Name>> <<Hometown>> <<NEXT>> 

«First Name» <<Last Name» «Hometown» <<NEXT>> 

<<First Name» <<Last Name» «Hometown» <<NEXT>> 


<<First Name>> <<Last Name>> «Hometown» 


□ Operators compare the value in the field you’ve named with the 
value you place right after the operator. (If the value is text, put it in 
quotation marks.) 

= Equals or (in the case of text) exactly 

matches 


<> 

< 

< = 

> 

>= 

CONTAINS 


Does not equal 
Is less than 

Is less than or equal to 

Is greater than 

Is greater than or equal to 

Contains the text that follows in 
quotation marks 


♦ Note Operators must be surrounded by spaces. 
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□ AND lets you connect two conditions; essentially, AND adds 
another IF. For instance, if you had to apply sales tax to every 
customer living in California — and a special sales tax in all 
California zip codes above 94609, you might write: 

«IF State = "CA" AND Zip > 94609» Please include 
both the California sales tax and the Special 
Northern California Sales Tax. <<ENDIF>> 

□ OR adds a second condition and tells MacWrite II to print the 
following message if either one or both of the conditions are met. 
For instance, if you want to add a special message to people who 
subscribe to either the Morning News or the Evening Journal, you 
might write: 

<<IF Newspaper = "Morning News" OR Newspaper = 
"Evening Journal"» Subscribers will receive a 
free News Headband. <<ENDIF>> 


□ NOT lets you rule out certain entries that might be included in the 
first part of your IF clause. For instance, if you want to send a 
message to anyone who lives in Massachusetts but not to those who 
live in one part of Cambridge, you might write: 

«IF State = "MA" AND NOT Zip = 01238» What do 
you think of Harvard Square? <<ENDIF>> 

You can create conditions within conditions, if you want, using up to 
10 pairs of parentheses; these parentheses act as they would in algebra. 
MacWrite II looks within parentheses first, determining whether or not 
those statements are true before looking at other conditions. For 
instance, if you wanted to address a special message to Belgians whose 
main language is French and who speak no Flemish at all, you might 
write: 

«IF Nationality = "Belgian" AND (Main Language = 
"French" AND NOT Other Languages CONTAIN 
"Flemish" ) >> 


Insert Merge Field... 
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Blends together data from the data document (opened with the Open 
Merge Data File command) with the standard text in the letter you are 
working on, producing printed copies of a form letter or a document 
containing all of the form letters for you to review, modify, and print 
later. This command becomes active only after you have opened a form 
letter, chosen Open Merge Data File from the File menu, and selected a 
data document. 

Merge tells Mac Write II to look through your letter for the delimiters 
that signal the field names and IF sentences. When MacWrite II 
encounters delimiters around a field name, it inserts into the letter data 
from that field in the data document. When MacWrite II encounters 
an IF sentence, it makes the requested comparison and, based on 
that decision, imports some data from the data document or prints an 
additional message. 

Unless you have specifically told MacWrite II to move on to the NEXT 
record, it takes entries from one record for one letter, moves on to the 
next record for the next letter, and continues until it has used the last 
record. You end up with as many form letters as you have records in 
your data document. 

When you choose Merge, you see this dialog box: 


Merge dialog box 


You can specify which records to — 
read from the data document. 

You can have MacWrite II save the - 
merged documents in a new file on a 
disk or print them. 


Canceling stops the merging — 
it doesn't erase your fields or 
commands. 


Merge 

- Data File Recor ds: ® fill O From: | To: 
/Merge To: ® Printer O New Document 


Merge with data file : 
data doc 


Cancel 


i _MergeJJ 
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Page Setup... 


You can save the merged document — consisting of a series of form 
letters — on a disk for future use. If you intend to merge to a document 
on a disk, make sure that your standard letter does not have a title page, 
page numbering, footnote numbering, or left and right pages because 
the new document will interfere with your preset options. For similar 
reasons, your letter must not have different margins for left and right 
pages. 

You can also print the letters immediately. In this case, you can use 
title pages, page numbers, footnote numbers, and left and right pages. 
When you choose to print, you see the Print dialog box, in which you 
can choose to print from Z to A (Reverse Order Printing) or in sets 
(Collated Copies). 

Lets you specify the way you want to print the document. 

You see a dialog box with options that vary slightly depending on what 
printer resource you have and what kind of printer you’ve selected in 
the Chooser on the Apple menu. For specific details, see the manual 
that came with your printer. 


Page Setup . . . 
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LaserWriter Page Setup dialog box 

LaserWriter NSC 

v1 .1 

. K OK )| 

Specify paper size: 

Paper: 

<s> US Letter 

0 04 Letter 




O US Legal 

O 05 Letter 

[ Cancel J 

U.S. Letter: 


O No. 1 0 Enuelope 



8.5 inches wide, 1 1 inches tall 

Orientation Size: @100% 

□ Enact Bit Images (Shrink 4%) 

U.S. Legal: 

pi! 

t|o 

0 75% 

0 50% 

□ Tent Smoothing 


8.5 inches wide, 14 inches tall 







No. 10 Envelope: standard 
business envelope 


A4 European standard: 

8.25 inches wide, 1 1 .66 inches tall 

B5 International standard: 

8.25 inches wide, 12 inches tall 


When displaying your actual pages on the screen, MacWrite II 
considers the size and orientation of the paper on which you’ll be 
printing, so you can always see where the text falls within the margins 
and where one page stops and the next begins. 

You must have a document open for this command to be active. You 
see the dialog box corresponding to the printer selected in the Chooser 
on the Apple menu. 
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Print... 

Shortcut: Command-P 


Prints a copy of the current document using the printer indicated at the 
top of the dialog box. 


Print dialog box 

Printer specified in the Chooser on the ■ 
Apple menu. 


Specify the pages you want printed. 

If you want MacWrite II to print the - 
last page first, click here. 


To print each sequence separately if- 
you've specified more than one copy, 
click Collated Copies. 


If you want to print only left-hand 

pages, or only right-hand pages, click 
Left or Right. Otherwise, click All. 


LaserWriter /LaserWriter” 




Pages: ':•> fill O From: 


To: 


Couer Page: o O First Page O Last Page 

raper ^ourcefli) Paper Cassette O Manual Feed 


do 

[ Cancel ] 

[ Help ] 


-0 Reuerse Order Printing 
, □ Collated Copies 


Print: <§> Rll O Left O Right 


You can choose any range of pages or the whole document to be 
printed, and you can have MacWrite II print any number of copies. If 
you want to stack the pages with page 1 on top, choose Reverse Order 
Printing, and MacWrite II will print from back to front. If you want 
MacWrite II to print each copy completely before going on to the next 
one, choose Collated Copies. You can also choose to print only 
left-hand pages or only right-hand pages. 


Click OK to print. 


Quit 

Shortcut: Command-Q 


♦ By the way If you write the document with the ImageWriter 
selected in the Chooser and then print on the LaserWriter, you’ll 
see your margins shrink by about one-quarter inch. This may disrupt 
tables and line breaks. To avoid this problem, select LaserWriter in 
the Chooser on the Apple menu before creating documents with 
tables. You can subsequently use the Chooser to print with a 
LaserWriter or ImageWriter without disrupting tables. 

Leaves MacWrite II and returns to the Finder. If you’ve made changes 
since last saving any open document, a dialog box reminds you to save 
those changes before MacWrite II closes. 


Quit 
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Edit 


i Qft’i Un <i<i #2 


Cut 

3§H 

Copy 

8§C 

Paste 

8§U 

Clear 



Select Rll 

9§fl 

Find/Change... 


Insert Date 


Insert Time 


Insert Page # 

03§P 

Preferences... 

Show Clipboard 


Edit menu 


The Edit menu includes commands for changing or modifying text, 
pictures, and special characters in the document. This menu also lets 
you look at what’s on the Clipboard. 


Undo 

Shortcut: Command-Z 


Cancels the last action that changed a document. The shortcut is 
Command'Z, or on an extended keyboard, FI. 

Use Undo to cancel the last typing or editing change you made. For 
instance, if you select some text and remove it, and then decide you 
need that text where it was, choose Undo to restore the text. 


♦ Remember Undo works only for the last action you took. Once 
another action changes the document, you can’t undo the preceding 
action. 


You can undo most typing, editing, and formatting changes. When 
Undo isn’t applicable, the dimmed phrase Can’t Undo appears on the 
menu. 

You can also undo Undo. After you choose Undo, the command 
becomes Redo. Choosing Redo cancels the previous Undo command 
and restores the last change to the document. 
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Cut 

Shortcut: Command-X 


Copy 

Shortcut: Command-C 


Paste 

Shortcut: Command-V 


Removes selected text, pictures, and special characters such as return 
characters, tabs, page breaks, and column breaks from your currently 
active document and puts them on the Clipboard. The shortcut is 
Command-X, or on an extended keyboard, F2. 

♦ Remember The Clipboard stores only one selection at a time. 
When you choose Cut, you place the selection on the Clipboard, 
where it remains until you cut or copy something else or until you 
turn off the computer. 

After you have cut a selection from the document, you can use the 
Paste command on the Edit menu to paste the selection into the 
document or into the Scrapbook. 

Makes a duplicate of selected text, pictures, or special characters, and 
puts that copy on the Clipboard. The shortcut is Command-C, or on an 
extended keyboard, F3. 

♦ Remember When you choose Copy, your selection replaces 
anything currently on the Clipboard. 

You can use Copy when you want to duplicate a selection in the same 
document or in another one. After copying a selection to the 
Clipboard, you can paste the Clipboard’s contents into another part of 
the same document, into a different document, into the Scrapbook, or 
into a document of another application. You can also copy text from 
any text box in a dialog box or desk accessory. 

Places a copy of the contents of the Clipboard in the document at the 
location of your insertion point. The shortcut is Command-V, or on an 
extended keyboard, F4. 

Before using Paste, you must click where you want the material to go. 


Paste 
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After you’ve cut or copied a selection, use Paste to put a copy in a 
MacWrite II document or into a document of another application. You 
can use Paste repeatedly to put multiple copies in the document, 
because the contents of the Clipboard remain on the Clipboard until 
you cut or copy again or until you turn off the computer. You can also 
paste text into text boxes and most dialog boxes. 

Clear 

Removes selected text, pictures, and special characters from the 

Shortcut: Delete or Backspace 

document without storing them on the Clipboard. 

Use Clear to remove a selection from a document when you don’t want 
to change the contents of the Clipboard. For instance, the Clipboard 
may contain a selection you just cut and want to paste somewhere else 
in the document. While scrolling to the new location, you spot a 
sentence you want to remove. You select it, choose Clear to remove it, 
and complete your scrolling to the new location. Then you paste your 
text from the Clipboard into the document. 

♦ By the way You can use Undo to restore a selection that you 
removed by choosing Clear or by pressing the Delete or Backspace 
key. You must choose Undo immediately after clearing the selection 
because Undo applies only to the last action you took. 

Select All 

Selects everything in the main body of text, header, footer, or the 

Shortcut: Command-A 

footnote region in a document. 

To use Select All, first click in the page element that contains the text, 
pictures, or special characters you want to select. When you choose 
Select All, everything in the page element, on every page in the 
document, is selected. 

Find/Change... 

Lets you specify text, locate and select it, and change it if you want to; 

Shortcut: Command-F 

also lets you specify text attributes, locate them, and change them. 

When you choose Find/Change, you see this dialog box: 
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Find/Change dialog box 

If you want to change the text you find, - 
enterthe replacement here. 

Lets you find whole words only - 

Lets you find the first and subsequent 
occurrences of the text you're 
searching for 

Click here to find the text anywhere, 


Find/Change 


even if it is embedded in another word. 

Lets you change the selected instance 
and then search for the next 
occurrence 

Click here to find or change only 
instances of the word that match the 
capitalization you enter. 


Find what: 


\ 


Change to: 


-O Whole Word,® Partial Word 

- [[ Find 



Case Sensitiue □ Use Attributes 


] [ i htmqz } [ i: haoge All ) 


Lets you change the selected instance 
without searching for another 
occurrence 


Lets you change all occurrences of 
the text in the document at once 


When you want to find specific text, but are not sure exactly how it is 
spelled, or when you want to find several variations of the same word, 
you can include a “wild-card” character to stand for each individual 
letter of which you’re not sure. Press Command- 8 to substitute for each 
character you’re unsure of. You see \ * in the dialog box. 


In entering material for MacWrite II to find or change, you can also use 
invisible characters. MacWrite II represents some of these characters 
with a backslash followed by a visible character in the text rectangle. 
The invisible characters, and the symbols by which they are 
represented, follow: 


To find this: 


Press: You see this in the box: 


Return character 
Return character within 
paragraph (line break) 

Tab 

Space 

Nonbreaking em space 


Command-Return \ p 


Command-Shift-Retum 

Command-Tab 

Space 

Command-Option-Space 


\n 


\t 

empty space 

\§ 


Find/Change... 
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Column break 
Page break 
Merge break 
Graphic 
Footnote 
Time 
Short date 
Abbreviated date 
Long date 

Discretionary hyphen 
Back slash ( \ ) 


Command-Enter \ c 

Command-Shift-Enter \b 

Command-M \ m 

Command-G \ g 

Command-Option-F \ J 

Command-Option-T \ | 

Command-S \s 

Command- A \ a 

Command-L \ 1 

Command-hyphen \ - 

\\ 


When you choose to Change All, a message warns that you cannot 
undo this command. If you want to continue, click OK. MacWrite II 
makes the change and tells you how many changes were made. 


When you click Use Attributes, you see this expanded dialog box: 


Expanded Find/Change dialog box 

Click here to find text; click again to 
deselect text, if you just want to find 
a certain font, size, or style. 

Fonts shown are the ones you've — 
used in the document. 


Click whatever combination of 
attributes you want to find. 


Click to activate pop-up menu of 

Superscript, Subscript, and Superior 
styles. 

Click to activate pop-up menu of 

all-uppercase letters, all-lowercase 
letters, or all small capital letters. 

Select Text and then enter the new — 
text you want used; if you just want 
to change attributes, deselect this. 


§1 

□— 

= Find/Change — ■■ ~ = 

^|JJS 


Find mhat:/l3Te»t 



Change toy|3 Tent 








13 Font 3 Size 


l3Fon/ 3 Size 




LHeluetica | 


IHelL 


tica | [12 pt | 


’□ Style 

E3 Plain 

□ I 

□ //<?/& 

□ (MiOtaS) 


□ 

□ IBL MMl'Mm 

□ fsSperscffi 


Kstyle 

Plain □ Underline 

UbM □ llkh Underline 

□ ftafu □ OJJMgiM 

□ QMQDffi® 


□ j S epef scripl"' 


O Whole LUi/? 

d (i) Partial LUord □ Case Sensitiue 3 Use Attributes 

I fimi Nei/f ]| 

( Change, then Find ] [ Change ] [ Change All ] 

= — / — — 


Click whatever combination of — 
attributes you want to change to. 
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You can now search for text in a certain font, size, and style; you can 
also search for the font, size, or style without specifying any particular 
text. Similarly, you can change to a certain text with a particular font, 
size, and style. By deselecting Text, you can also leave the text 
unchanged but change the font, size, or style. 

You can use Find/Change to find occurrences of text or attributes in the 
main body of text, header, footer, or footnote region of the document. 
Click in the page element you want MacWrite II to begin searching. 
The search starts in that page element and then continues through the 
other elements. 

When the text or text attribute is found, MacWrite II lets you change 
it or leave it unchanged and search for the next occurrence. Or, you 
can skip the search and elect to change every occurrence at once. 

♦ By the way You can shrink the Find/Change dialog box to see more 
of the document window while you’re working with it. (This does 
not change the settings.) Just click the zoom box on the right side of 
the title bar. The dialog box shrinks: 


Smallest version of the Find/Change 
dialog box 



Click here to expand the dialog box 
again. 


For more information about finding and changing text, see “Finding 
and Changing Text” in chapter 1, and “Changing the Font, Size, or 
Style Attributes of Text” in chapter 2. 


Insert Date 


Places the current date at your insertion point in the main body of text, 
header, footer, or footnote region of a document. 


Shortcut: Shift -Command-A 


Insert Date 
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Insert Time 

Shortcut: Shift -Command-T 


Insert Page # 

Shortcut: Shift -Command-P 


Preferences... 


Using Preferences on the Edit menu, you can freeze the date so that it 
never changes once you’ve inserted it, or you can have it updated so 
that the current date is always displayed and printed. Mac Write II also 
lets you specify the date format you want. These settings apply to any 
dates you insert from then on. Any previously inserted dates retain 
their original updating and formatting settings. 

Places the current time at the insertion point in the main body of text, 
header, footer, or footnote region of a document. 

Using Preferences on the Edit menu, you can freeze the time so that it 
never changes once you’ve inserted it, or you can have it updated so 
that the current time is always displayed and printed. These settings 
apply to any time you insert from then on. Any previously inserted 
times retain their original settings. 

Places the current page number or a combination of the current and the 
total page number at the insertion point in the main body of text, 
header, footer, or footnote region of the document. Click where you 
want to insert the page number and then choose the command. 

Page numbers are always updated when the document shrinks or 
expands. Using Preferences, also on the Edit menu, you can specify the 
number you want applied to the first page of the document, when 
MacWrite II calculates what page you’re now on. And you can decide 
on the format for the page number; it can appear as a simple number or 
as a number and a phrase such as “out of” and another number 
indicating the total number of pages in the document. These settings 
apply only to subsequent page numbers that you insert. Any previously 
inserted page numbers retain their original numbering and format. 

Lets you specify your preferences for the measurement system, date 
formats, date and time updating, page numbering, starting page number, 
and positioning and numbering of footnotes. When you choose 
Preferences, you see this dialog box: 
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Preferences dialog box 


Measure: | Inches | 


Preferences 

El Smart Quotes Y‘ ") 


r Date Format 

® 6/26/88 
O Jun 26, 1988 
O June 26, 1988 
O Sun, Jun 26, 1988 
O Sunday, June 26, 1 988 


rDate & Time 

® Rlways Update 
O Neuer Update 


-Page Number — 
® Current Page # 
O Current | of 

Total 

Starting Page # 

n IK 


rFootnotes 

® End of Page 
O End of Document 
El Ruto Number Footnotes 


Starting Number 1 


( Cancel ) IT 


OK 


Measure 

Lets you specify the units of measurement used in the Page, Paragraph, 
and Tab dialog boxes, and the ruler. The actual sizes of page elements 
remain unchanged, so you can change the unit of measurement at any 
time, and as often as you need to. 


EBjHfHS Iv/lnches 

| Inches Decimal 


Picas 


Points 

Millimeters 

Centimeters 


Pop-up menu for measure 


When you’ve set a unit of measurement, you can still enter a 
measurement into a dialog box using some other unit; MacWrite II will 
later convert that information to the units you choose in Preferences, 
so the next time you return to that dialog box, you’ll see the entry 
shown in the standard unit of measurement. 


MacWrite II’s preset unit of measurement is inches. You can choose 
another unit of measurement from the pop-up menu. The options 
available are: 


□ Inches: MacWrite II’s preset horizontal unit of measurement. The 
ruler is numbered in inches, with 8 divisions per inch. 
Abbreviations: in, i, " 


Preferences . . . 
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□ Inches Decimal: The ruler is numbered in inches, with 10 divisions 
per inch. Abbreviations: in, i, " 

□ Picas: The ruler is numbered in picas, with 12 divisions per inch. 
Abbreviation: p 

□ Points: The ruler is numbered in points, with 12 divisions per inch. 
Points are a smaller unit of measurement than picas. There are 6 
points to a pica, 72 points to an inch. MacWrite IPs font sizes are 
shown in points. Abbreviation: pt 

□ Millimeters: The ruler is numbered in millimeters, with 5 divisions 
per 10 millimeters (one every 2 millimeters). Abbreviations: mm, m 

□ Centimeters: The ruler is numbered in centimeters, with 5 divisions 
per centimeter. Abbreviations: cm, c 

Smart Quotes 

To use smart quotation marks — the curly marks that indicate the 
opening or closing of a quotation — click Smart Quotes. Smart Quotes 
will also enable you to type curly single quotation marks and 
apostrophes. To use plain quotation marks — the vertical marks that 
give no indication whether they open or close a quotation — make sure 
that Smart Quotes is not selected. 

Once you have set this preference, MacWrite II will use smart or plain 
quotation marks throughout the document. If you want to override that 
general rule, however, you can press Command^’ or Shift'Command-” 
to type the other kind of quotation mark. This does not change your 
setting in Preferences; it just allows you to change styles in this one 
instance. 
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Date Format 

Lets you choose the format you prefer for dates you add to a document. 

The options available are: 

□ 6/26/88 (MacWrite IPs preset date format) 

□ Jun 26, 1988 

□ June 26, 1988 

□ Sun, Jun 26, 1988 

□ Sunday, June 26, 1988 

Date & Time 

Lets you specify whether dates and times you inserted in a MacWrite II 

document should be updated or not. 

□ Always Update is MacWrite II’s preset date/time format. This 
setting continually updates the date or time so that the current time 
is always displayed and printed. 

□ Never Update freezes the time so that it never changes once you’ve 
inserted it. 

Page Number 

Lets you change the number of the starting page and the numbering 

option for page numbers you insert in a document. Inserted page 

numbers are always updated as the document shrinks or expands. 

□ Current Page #: The inserted number will always be that of the 
current page. 

□ Current Total: The inserted number will be the current page, 
followed by text you type in the box, followed by the page total. For 
instance, “3 of 10”. MacWrite IPs preset text is “of.” 


Preferences... 
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□ Starting Page #: Lets you set the starting page number of a 
document. MacWrite IPs preset starting page number is 1. 

Footnotes 

Lets you specify where you want footnotes located; turns auto 
numbering on and off; and sets the starting number. 

□ End of Page: MacWrite IPs preset option, which puts each page’s 
footnotes in a region at the bottom of the page, below the main 
body of text, but above the footer, if there is one. 

□ End of Document: Collects all your footnotes and puts them on one 
or more new pages at the end of the document. 

□ Auto Number Footnotes: MacWrite IPs preset option. When you 
insert a footnote in the main body of text, MacWrite II places a 
number at the insertion point and prefaces the footnote text with 
the same number. Each footnote you add is numbered sequentially. 

MacWrite II automatically renumbers footnotes when you cut, copy, 
paste, or insert a new footnote. 

Turn Auto Number Footnotes off when you want to assign your own 
symbols to footnotes. 


Show Clipboard/ 

Hide Clipboard 

You can use the Clipboard for copying or moving text and pictures from 
one part of a document to another, to another document, or to a 
document of some other Macintosh application. 

To close the Clipboard window, choose Hide Clipboard or click the 
Clipboard’s close box. 


□ Starting Number: Lets you specify the starting number of the first 
footnote in a document when you have MacWrite II do automatic 
numbering. 

Displays the contents of the Clipboard — what you most recently cut 
or copied. When the Clipboard window is open, the command changes 
to Hide Clipboard. 
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Font Menu 


Font 


Avant Garde 

Blk Univers 75 

Bookman 

Chicago 

Courier 

Geneva 

■/Helvetica 

Los Angeles 
flonaco 

N Helvetica Narrow 
New York 
Palatino 

sa n ^rancDco 

SiqrjJipoA 

Tunes 

V*Emce 

moo® 4>fKOOTi 


Font menu 


The Font menu displays and lets you choose from all the fonts that are 
currently in the System file. You can change selected text to any 
available font or choose a font to begin typing with. 

Fonts are sets of characters in one typeface design. There are hundreds 
of different fonts available. MacWrite II’s preset font is Helvetica. See 
your Macintosh owner’s guide for information about adding fonts to the 
System file by using the Font/DA Mover on the System Tools disk. 

The fonts appear in alphabetical order, in their corresponding typeface, 
as long as the characters fit in the Font menu. A check mark appears 
next to the font you are currently using. If you have selected text that 
includes several different fonts, no font will be checked on the Font 
menu. 


Font Menu 
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Size Menu 


The Size menu displays and lets you choose from the most common 
type sizes. You can change selected text to any available or custom size 
or choose a size and begin typing. 


Size 


7 pt 
9 pt 
fl® pQ 

14 pt 
18 pt 
24 pt 
36 pt 
48 pt 
60 pt 
72 pt 


Other... O§§0 


Size menu 


Sizes 


MacWrite IPs preset size is 12-point. The Size menu displays type sizes 
from 7 to 72 points in numerical order. A check mark appears next to 
the size you are currently using. (If you select text containing various 
sizes, none will be checked on the menu.) Sizes shown in outline type 
are currently installed in your System file. MacWrite II and your 
Macintosh scale existing type sizes to create the others, although the 
scaled fonts often display and print in lower quality. 

MacWrite II provides a number of keyboard shortcuts for changing the 
size of selected text: 

To: Press: 

Increase font size to next standard size Shift-Command- > 

Decrease font size to next standard size Shift-Command-< 

Increase font size by 1 point Shift-Command-Option- > 

Decrease font size by 1 point Shift-Command-Option-< 

(Standard font sizes are 72, 60, 48, 36, 24, 18, 14, 12, 10, 9, and 7 
points.) 
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Other... 

Shortcut: Shift-Command-0 


Other Font Size dialog box 


See your Macintosh owner’s guide for information about adding and 
removing fonts of different sizes from the system disk by using the 
Font/DA Mover. 

Lets you begin typing or formatting selected text in a nonstandard font 
size. 


Font size: 


Cancel 


12 pt 




When you choose Other, a dialog box appears. You can type a custom 
size from 2 to 500 points in 74'point increments, in decimal format. For 
instance, to make a custom size of 50 3 A points, type “50.75.” If you 
wish, you can enter the custom size in inches, picas, centimeters, 
millimeters, or picas, and Mac Write II will convert that figure to 
points. (Abbreviate inches as in or i, picas as p, centimeters as cm or 
c, and millimeters as mm or m.) 


Other... 
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Style 


v/Plain Tent 

3§T 

Bold 


/t&ffc 

§§l 

strike Thru 

§§J 

(DfflGQfla)® 


iGjaamiiD 


Underline 

§§U 

Word Underline 

0§§U 

Double Underline 

08§L 

Superscript 


Subscript 


Color 

► 

Custom... 

m 


Style menu 

Styles 


The Style menu displays and lets you choose from the most commonly 
used styles. You can change selected text to any available type style, or 
you can choose a style to begin typing with. 


Styles modify the appearance of fonts. For instance, you can make a 
font bold or italic, outlined or underlined, or combine several styles in 
one. And these styles apply to all fonts and font sizes. To see additional 
styles not listed in the Style menu, choose Custom from the Style menu 
or Character from the Format menu. 


MacWrite IPs preset type style is Plain Text. If you select text that has 
one or more styles, choosing Plain Text removes all those styles and 
restores the text to normal. 
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MacWrite II provides keyboard shortcuts to choosing styles: 


Color 



Color submenu 


To choose: 

Plain Text 

Bold 

Italic 

Strike Thru 
Outline 
Shadow 
Underline 
Underline a word 
Double underline 
Superscript 
Subscript 


Press: 

Command'T 

Command-B 

CommandT 

Command^ 

Command-E 

Command-M 

Command'U 

Shift'Command'U 

Shift-Command-L 

Shift'Command-+ 

Shift'Command— (minus) 


If you’ve selected text that includes several different styles, you’ll see no 
check marks on the menu. 


Lets you change the color of text. Choose the color you want from the 
eight basic colors listed in the Color submenu. When this menu is 
displayed on a color screen, each color menu choice is represented in its 
corresponding color. MacWrite IPs preset color is black. 


Custom... 

Shortcut: Command-D 


Lets you create a custom combination of font, size, style, and color 
attributes, name the combination, and add it to the Style menu. Then, 
with one command you can change all the style attributes of selected 
text instead of changing them one at a time, or you can begin typing in 
a custom style. 


Custom... 
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You can create and add up to 30 custom combinations to the Style 
menu; each may combine a font, size, style, and color. MacWrite II 
automatically assigns command^key equivalents to the first ten custom 
styles you create and displays them next to the custom style names on 
the Style menu. 

When you choose Custom, the Custom Style dialog box appears: 


Custom Style dialog box 

Lets you choose the font you want 
from the pop-up menu 

Lets you choose the size you want 
from the pop-up menu 


Offers a full range of styles for you 
to combine in your custom style 


Lets you choose the color you want 
from the pop-up menu 

Lists all the custom styles you 

created so you can select a style to 
modify or remove 


Style name text box: lets you name a 
custom style you create 

Lets you add a custom style you've - 
created to the Custom Styles list and 
the Style menu 

Lets you modify a selected custom - 
style 

Lets you remove a custom style from 
the list and from the Style menu 




Custom Style 


Font | Heluetica | Size 12 pt | 

/ ^ ’ 

-S4gte ' 


[—El Plain 

□ 

□ italic 

□ Strike Thru 

□ QMDDm© 

□ SB®dl®II0 


Custom Styles 



Color 1 Black | 


Underline 
UJd. Underline 

□ Dbl. Underline 

□ ffupericBptl 
IFFiilOiSiil 


o 


Heluetica 1 2 




/ 

W. 




Modify 


UK 


J 



A 


Remoue] [ Cancel ] 
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Format Menu 


Format 


Hide Ruler 3§H 


Page- 

Paragraph... 

Tab.- 

Character... O8€0 


Copg Ruler 0§€C 

ftppltg Ruler 


S<ale Picture 


Insert Header 
Insert Footer 


Insert Footnote -03§F 
Insert Page Break 
Insert Column Break 


The Format menu commands let you make broad design strokes that 
change the appearance of everything from a single character to a 
paragraph, page, or entire document. 


Format menu 


Show Ruler/Hide 
Ruler 

Shortcut: Command-H 


Page... 


Displays or hides the ruler in the Mac Write II document window. 

When you open a new MacWrite II document, the expanded ruler is 
visible and the command on the menu is Hide Ruler. When you choose 
Hide Ruler, the ruler becomes invisible, but all ruler settings remain in 
effect, and the command changes to Show Ruler. 

Lets you set page margins, create left and right pages, make one page a 
title page, and specify the number of columns on a page and the space 
between the columns. 

When you choose Page, the Page dialog box appears: 


Page... 
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Page dialog box 




□ Left/Right Pages □ Title Page 


i-Margins- 


- 

(-Columns 


Top: 

1 in 


Number Of: 

1 

Bottom: 

1 in 


Space Between: j 

0.167 In 

Left: 

1 in 


Width Of Page: 6.5 in 


Right: 

1 in 

. i 

Rpply ] [ Cancel ] 

l ] 


Left/Right Pages 

Lets you create left and right pairs of facing pages. Check Left/Right 
Pages when you want to bind the printed pages of the document. 

Choosing Left/Right Pages changes the Left and Right margin options 
to Inside and Outside. The Insert Header and Insert Footer commands 
are also changed to allow the same or different headers and footers on 
left and right pages. 

Margins 

Lets you change the amount of space between text areas and the edge of 
the paper. There is a separate margin for the top, bottom, left, and right 
sides. MacWrite II presets all the margins to 1 inch. 

When you check Left/Right Pages, the Left and Right margin options 
change to Inside and Outside. 
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pMargins- 


Top: 


Bottom: 

1 In 

Inside: 

1 in 

Outside: 

1 in 


Margin options with Left/Right 
Pages selected 


When you enter the margins and sizes you want in the appropriate text 
boxes, you can use any unit of measurement you prefer. You can also 
use abbreviations for the units. 


Unit 


Abbreviations 


Inch in, i, ” 

Point pt 

Pica p 

Centimeters cm, c 

Millimeters mm, m 

When you re-open the dialog box, your margin dimensions will be 
displayed in the ruler’s current unit of measurement, as specified in the 
Preferences dialog box. 


Title Page 

Lets you make the first page of a document the title page. The title page 
does not contain a header, footer, or multiple columns. 


Columns 

Lets you divide the page into as many columns of equal width as you 
want — up to ten columns. Column width is determined by your choice 
of page size, page orientation, and left and right margins, as well as the 
number of columns and the amount of space between them. 

□ Number Of: Lets you specify the number of columns you want — up 
to ten. 

□ Space Between: Lets you specify the distance between columns. 

□ Width Of Each Column: Calculated by MacWrite II, using your 
margins and the page you defined in the Page Setup dialog box. 


Page ... 
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Shortcut: Command-A 


Apply 

Lets you see how your changes appear in the document. When you 
click Apply, your changes are temporarily applied to the document and 
the text is repositioned to fit the new settings. 

If you want to experiment with other settings, enter them in the 
appropriate boxes and then click Apply again. You can try as many 
settings as you like, and you can move the Page dialog box for a better 
view of the document. 


Shortcut: Command-, (period) 


Paragraph... 


Cancel 

Removes any changes you may have made in this dialog box, which 
reverts to whatever settings you had before. 

Fine-tunes paragraph formatting more precisely than the ruler by 
letting you type the exact measurements you want for paragraph 
indents and line spacing. 

When you choose Paragraph from the Format menu, or double-click a 
paragraph marker on the ruler, you see the Paragraph dialog box. Any 
change you make to settings in the dialog box changes the settings on 
the ruler and vice versa. 


Paragraph dialog box 


Lets you define amount of space for 
each line 

Lets you define amount of space — 
before or after this paragraph 


Unit of measurement pop-up menu 
buttons 



=E^z:- - - ===== — ; Paragraph i| 

k Left Indent 

1 in 

Line Spacing 

1 

1 DO- 
LED 
LeD- 



1 First Line 

4 Right Indent 

+0 in 

Space Before J 
Space flfter/y 

[o 



7.5 in 

0 


( Hpply ] [ Cancel ] |( OK jj 


— 
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Left Indent 


Lets you type a measurement that sets the distance you want between 
the left indent marker and the edge of the page. The text boxes for all 
the paragraph indents display measurements in the ruler’s current unit 
of measurement. 

First Line 

Lets you type a measurement for the amount of space you want the first 
line indented. You are either adding to or subtracting from the setting 
for the left indent. For instance, if you want a hanging indent, type a 
minus number here. 

Right Indent 

Lets you type a measurement that sets the distance you want between 
the right indent marker and the edge of the page. 

Line Spacing 

Lets you choose the exact line spacing you want for the paragraph your 
insertion point is in or for any selected paragraphs. You can specify an 
absolute height for each line in picas, points, millimeters, centimeters, 
and inches. These absolute units of measurement are not flexible, and, 
therefore, oversized fonts inserted into your text may appear clipped. 
The other unit of line measurement, lines , changes to accommodate the 
largest font size in a paragraph. 

Mac Write II offers you five units of measurement on the pop-up menu. 

□ Lines (li): Lets you specify spacing using a number of lines as the 
unit of measurement. For instance, “1” corresponds to 
single-spacing, while “4” corresponds to quadruple line spacing. 


Paragraph... 
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Mac Write II’s preset line spacing is single-spacing. When you 
choose Lines, the basic height of a line is a few points higher than 
the largest font size of text in the line, and changes you make are in 
half-line multiples of that basic height. 

The following units of measurement are absolute and do not change 
when you change the size of the font in the paragraph. 

□ Points (pt): Lets you specify line heights in points. Points are used in 
printing and typesetting. There are approximately 72 points in an 
inch. 

□ Millimeters (mm, m): Lets you use metric measurements. 

1 mm = .039 inch = 2.835 pts. 

□ Centimeters (cm, c): Lets you use centimeters. 

1 cm = .39 inch = 28.35 pts. 

□ Inches (in, i): Lets you measure in inches. This is MacWrite IPs 
default setting. 

Whatever units of measurement you use to enter information will be 
converted to the units you specified as standard in the Preferences 
dialog box. 

Space Before 

Lets you add a blank line or specific amount of space before a selected 
paragraph. MacWrite IPs preset unit of measurement is points (pt). You 
can use the pop-up menu to change the unit of measurement to lines 
(li), points (pt), millimeters (mm), inches (in), or centimeters (cm). 

Space After 

Lets you add a blank line or specific amount of space after a selected 
paragraph. MacWrite IPs preset unit of measurement is points (pt). You 
can use the pop-up menu to change the unit of measurement to lines 
(li), points (pt), millimeters (mm), inches (in), or centimeters (cm). 
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Shortcut: Command-A 


Apply 


Lets you see how your changes appear in the document. When you 
click Apply, your changes are temporarily applied to the document, and 
the text is repositioned to fit the new settings. 

When you apply a left indent, first line indent, or right indent, you see 
the corresponding markers move on the ruler. When you drag the left 
indent marker, the first line marker, or the right indent marker on the 
ruler, you also see the resulting position in the dialog box. But while 
the dialog box is open, you cannot use the buttons on the ruler for tab 
markers, line spacing, or text alignment. 


Tab 


Fine-tunes tab location more precisely than the ruler by letting you 


type the exact measurement you want. Tab also lets you set many tabs 


quickly. 


When you choose Tab from the Format menu, or double-click a tab box 
on the ruler, you see the Tab dialog box. Any changes you make to 
settings in the dialog box change the settings on the ruler. 


Tab dialog box and ruler 



v:-- " FT 


Tab 


— Alignment 
Left 
Center 



Position 


Fill Character 



( Apply ) [ Cancel ) [[ OK ]) 


Tab... 
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Alignment 

Lets you choose how you want text to align at a tab marker you create. 

□ Left: Lets you keep the tab marker to the left of text you type. 
MacWrite II’s preset tab alignment is Left. 

□ Center: Lets you center text on the tab marker. 

□ Right: Lets you keep the tab marker to the right of text. 

□ Align On: Lets you align text on either side of a specific character 
you choose. The alignment character appears at the tab mark. 
MacWrite IPs preset alignment is a decimal point. 

Position 

Lets you type the ruler position for the next tab marker you create. 
Every time you type a location and then click Apply, MacWrite II puts 
a tab marker on the ruler at the location you typed and selects the text 
in the Position box so you can type another location immediately. 

Fill Character 

Lets you set a visible character you want to fill the space between the 
last character typed and a tab marker. MacWrite IPs preset fill 
character is a space. 

Add New Tab 

Lets you insert a new tab stop at whatever ruler position you enter 
above. With Add New Tab selected, you can click on the ruler and 
have that position appear in the Position box. 

Modify Tab 

When you double-click a tab on the ruler, you see the Tab dialog box 
with Modify Tab selected; you can now change the tab’s position, fill 
character, or alignment in the dialog box. 
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Character... 

Shortcut: Shift-Command-D 


Character dialog box 


A dialog box appears that lets you change the font, font size, type style, 
and color attributes of selected text. You can also change the attributes 
before you begin typing. 


Font | Heluetica | 

Character ■ 

Size | 12 pt | 

Color | Black | 

Style 

□ Plain 

n Underline 

[ nppiy ) 

□ Bold 

n Hid. Underline 

□ Italic 

□ strike Thru 

n Obi. Underline 

[ Cancel ] 

□ GMOflms 

^ | Superscript | 

K OK Jj 

□ aQaaoinj 

E3 | UPPERCASE | 



Use the Character command in place of the Font, Size, and Style 
menus when you want to reformat more than one text attribute at a 
time. You can make all your choices in the dialog box and then apply 
them all at once when you click OK. All the fonts, font sizes, and 
colors listed in the menus are available. 


Font 

Lets you choose a font from the pop-up menu. The fonts are displayed 
in alphabetical order, in their corresponding typeface. A check mark 
appears next to the font you are currently using. 

Size 

Lets you choose a size from the pop-up menu. A check mark appears 
next to the size you are currently using. Outlined sizes are currently 
installed in your System file. Mac Write II scales existing type sizes to 
create the others, although scaled fonts often display and print in lower 
quality. 


Character ... 
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Shortcut: Command-A 


Choosing Other at the bottom of the pop-up menu adds a text box to 
the dialog box and lets you specify a custom size. You can type a custom 
size from 2 to 500 points in 1 / 4 -point increments in decimal format. For 
instance, to make a custom size of 5 O 3/4 points, type “50.75”. 

Color 

Lets you choose a different color for text from the pop-up menu. 

Choose the color you want from the eight basic colors. When this 
menu is displayed on a color screen, each menu choice is represented in 
its corresponding color. MacWrite II’s preset color is black. 

Style 

All the styles listed in the menu are available, and six additional styles. 
Click Uppercase to get the pop-up menu for uppercase, lowercase, and 
small capital letters. Click Superscript to get the pop-up menu for 
Superscript, Subscript, and Superior type. Superior type is smaller than 
normal and appears above the middle of the regular type, without going 
above the top of the other characters so it does not disrupt line spacing. 
(MacWrite II uses the Superior style as the standard for the footnote 
numbers that appear in your running text.) Subscript and superscript 
actually place text above or below the current line space and force new 
line spacing if you are using lines as the unit of spacing. If you have set 
an absolute line spacing with points, inches, or millimeters, the 
subscript and superscript characters may be clipped due to lack of room. 
The styles currently selected are checked. MacWrite II’s preset type 
style is Plain. 

Apply 

When you click Apply, the text attributes you chose are temporarily 
applied to your selected text. You can experiment with as many 
combinations of settings as you like. 
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Copy Ruler 

Shortcut: Shift-Command-C 


Apply Ruler 

Shortcut: Shift-Command-V 


Scale Picture... 


Lets you copy all the paragraph formatting settings on the ruler for the 
current paragraph — the one your insertion point is in. The settings 
include indents, tab markers, line spacing, and alignment. 

When you choose Copy Ruler, the Apply Ruler command becomes 
active. 

♦ Remember Every time you copy a different ruler, the previous ruler 
you copied is replaced with the current one. Choosing Copy Ruler 
does not change the contents of the Clipboard. 

Lets you apply the paragraph formatting settings you copied with the 
Copy Ruler command to whatever paragraph your insertion point is in 
or to selected paragraphs. 

You can apply the same ruler again and again. 

The Apply Ruler command appears dimmed on the Format menu until 
the first time you choose Copy Ruler. Thereafter, it remains active. 

♦ Note You can also apply ruler settings by holding down the Shift 
and Option keys while you click in the paragraph you want to 
change. 

Lets you fine-tune the size of pictures by entering the exact increase or 
decrease you want. When you choose Scale Picture, the dialog box 
appears. 


Scale Picture. 
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Scale Picture dialog box 


To restore original size, type 
in both boxes. 


Insert Header/ 
Remove Header 



Use Scale Picture to rescale precisely and to restore a rescaled picture to 
its original size. MacWrite II automatically scales any picture you bring 
into the document using the Insert File command from the File menu 
so that a large picture will fit in your margins. 

You can undo the Scale Picture command before you take any other 
action. When you want to compare a picture before and after rescaling, 
switch between the Undo and Redo commands on the Edit menu. 

Lets you create or delete a header element in an active MacWrite II 
document. A header is a repeating page element located at the top of a 
page between the top margin and the main body of text. It is as wide as 
the main body of text. 

After you insert a header, the menu command changes to Remove 
Header. To return to the place where you were working in the main 
body of the text, press Command-Return. 

When you format a document with left and right pages, the menu 
command adds a submenu to allow you to put a header on all pages or 
only on the left or right pages. 
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Insert Footer/ 
Remove Footer 


Insert Footnote 

Shortcut: Shift-Command-F 


A header or footer can contain any information (including text, 
pictures, page numbers, dates, and times) that you want to appear on 
every page of the document or on right or left pages only. However, 
headers and footers cannot contain footnotes, maibmerge fields, page 
breaks, or column breaks. When you change the content of a header or 
footer, every header or footer in the document changes. To change the 
font used in your headers, select the text and then choose another font. 

You can use headers and footers to create a custom letterhead, repeat 
chapter titles, or set page numbers in the same place on every page. 

Lets you create a footer element in an active MacWrite II document. A 
footer is a repeating page element located at the bottom of a page 
between the bottom margin and the main body of text. It is as wide as 
the main body of text. 

After you create a footer, the menu command changes to Remove 
Footer. To return to the place where you were working in the main 
body of the text, press Command-Retum. 

When you format a document with left and right pages, the menu 
command adds a submenu to allow you to put a footer on all pages or 
only on the left or right pages. 

Inserts a footnote in the main body of text at a selected location, 
creates a footnote region to contain the footnote text, and places the 
insertion point there for you to enter your footnote text. 


Insert Footnote 
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Footnote in place 


Rule to separate footnotes from 
running text 

Footnote number 


ts File Edit Font Size Style Format Spelling Uieio 




naaiim i 


■EBP 


One sign of the flexibility of Shakespeare's approach to the 
closure of his works is the handling of the farewells. 
Apparently heroic, laudatory, and congratulatory, these 
adieus are tinged with sufficient irony to continue the 
audience's uncertainty. How exactly is the playwright going 
to conclude? He concludes in a minor key. The language 
turns metaphoric, and those metaphors escape dogma. 

The political questions are not resolved; in fact, they are 
drowned out in the music . 1 


|g| Page 1 


1 JohnDoe,Tlemembrance8nd Farewell/ Shakespeare 
fQmte$>; pp. 34-46, Volume X, 1982. 


Thesis: Shakespewe'sClosii^Acts 

Tfl-J I 




The footnote number in the middle of your text appears in Superior 
style (small letters above the midpoint of the line) in the same font and 
size as your running text. At the bottom of the page, the footnote 
number appears in Helvetica 10-point, superior indented one-quarter 
inch from the left. You can select a footnote and change the format of 
the character or paragraph if you want, and all footnotes you insert after 
this will follow its format. 


The location of MacWrite II’s preset footnote region is at the bottom of 
each page. If you have a footer element, the footnote region is located 
above it. You can also use the Preferences dialog box from the Edit 
menu to have MacWrite II gather footnotes at the end of the 
document. MacWrite II will automatically number footnotes, or you 
can create your own numbering. Use the Preferences dialog box to turn 
automatic numbering on or off. 

To return to the main body of text where you were working before you 
chose to insert a footnote, press Command-Return. 
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Insert Page Break 

Shortcut: Shift-Enter 


Insert Column Break 

Shortcut: Enter 


Creates a new page without your having to type return characters or 
insert blank lines. You can start a new page anywhere in the main body 
of text. 

Inserting a page break moves the insertion point and anything that 
follows it to the first line of the next page. When there isn’t room for 
the text that follows the insertion point, MacWrite II adds another 
page to the document. 

The header or footer is not affected by the page break. Footnotes are 
moved along with any text. 

If you established more than one column in the Page dialog box, Insert 
Column Break moves the insertion point and anything that follows it 
to the first line of the next column, creating a new column if necessary. 
You can start a new column anywhere in an existing document. If you 
have chosen a one-column page format, this command has the same 
effect as Insert Page Break. 

The header or footer is not affected by the column break. Footnotes are 
moved along with the text. 


Insert Column Break 
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Spelling 


Check nil... 3€= 

Check Footnotes... 

I! heck Select Ion... 


Spell £Mor<i... m 

Spelling Options... 


Install Dictionaries... 
User Dictionary... 


Ruto Hyphenate 
Hyph. Enceptions... 


Spelling menu 

Check All... 


Shortcut: Command-^ 


The commands on this menu help you check your spelling and 
hyphenate the document. To check for spelling, MacWrite II needs to 
be able to locate the Main Dictionary and your User Dictionary. Make 
sure you have placed those in your System Folder or in the same folder 
as the MacWrite II application. (If the commands on the Spelling 
menu appear dimmed, you’ll need to use the Install Dictionaries 
command to set up the spelling checker.) 


Checks the spelling of every word in the entire document by looking up 
each word in your Main Dictionary, and whatever extra User 
Dictionary you have created and currently installed. If you have not 
installed your Main Dictionary, this command appears dimmed. 

If you have previously used the Spelling Options command to tell 
MacWrite II to continue automatically, each element in the document 
is checked — main body of text, headers, footers, and footnotes — 
stopping only if there is a questionable spelling. If you deselect Auto 
Continue, MacWrite II pauses when it completes checking each 
element. You see the results of each type of search in the Spelling 
dialog box: 
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Spelling dialog box 


The word MacWrite II could not find 
in the dictionary 


Words MacWrite II guesses you 
may have meant 


Status of this word 

The number of words in this 

documentor page element 

The number of words MacWrite II - 
questioned 

Click here to see the text 

surrounding the questionable word. 

Actions you can take to correct or - 
to ignore the problem 




Word: | 

certains 

|[ Replace ]| 

r— §81 

curtains 

<> 

f h rf"* ^ 

§82 

certain 


L* 11 G L K J 

§83 

pertains 


[ Skip ) 

§84 

§85 



( Learn ] 

— §86 


<> 

( Cancel ] 



At the bottom of the Spelling dialog box you see how many words 
MacWrite II examined and how many it found questionable, that is, 
not in the dictionary. If MacWrite II discovered any words that were 
not in the dictionary, you see the first one highlighted in the text and 
displayed in the Word box at the top. Underneath the word, MacWrite 
II lists its best guesses as to the words you may have meant. 


Shortcut: Return 


Replace 

Takes whatever word is highlighted in the list of suggestions — or the 
word now appearing in the Word box, if you have clicked there — and 
puts that into the document in place of the questionable spelling. 

MacWrite II pauses at the end of each page element. Click Continue to 
check the next page element. When all elements have been checked, 
the Done button appears. Click it to return to the document. 


Check All... 
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Spelling Menu 


Shortcut: Command-C 

Check 

Tells Mac Write II to look your word up in the dictionary again. Use 
this command when you’ve edited the word in the Word box, but still 
aren’t sure it’s right. 

Shortcut: Command-S 

Skip 

Leaves the original word as it stands and moves highlighting to the 
next questionable spelling, if any. MacWrite II does not return to words 
you’ve skipped. However, if you later check the spelling, MacWrite II 
will again question this word. If you want MacWrite II to recognize the 
word as legitimate, you need to include it your User Dictionary and 
then make sure that dictionary has been installed before you have 
MacWrite II check the spelling again. 

Shortcut: Command-L 

Learn 

Places your word — the one in the Word box — into your User 
Dictionary, if one is currently installed. (If you haven’t installed one 
during this session, this button appears dimmed.) Having MacWrite II 
learn the word means that from now on — whenever you have installed 
your User Dictionary — MacWrite II will recognize the word as correct 
and won’t question it. 

Context 

Click the small flag at the bottom right of the dialog box to see a 
rectangle appear with the text around the questionable word. 

Shortcut: Command-, (period) 

Cancel 

Closes the dialog box but preserves the changes you have already made 
to the document. 
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Check Main Body/ 
Check Header/ 
Check Footer... 


Check Selection... 

Shortcut: Command-K 


Checks the spelling of whatever element your insertion point is in — 
the main body of the text, the header, the footer, or the footnotes. 
Mac Write II stops checking words when it reaches the end of this 
element. (To check the whole document, choose Check All.) You see 
the results in the Spelling dialog box, described under “Check All” 
earlier in this section. 

Checks the spelling of whatever text you have selected, showing you 
the results in the Spelling dialog box described under “Check All” 
earlier in this section. 


Spell Word... 

Shortcut: Command-Y 


Spelling Options... 


Displays the Spelling dialog box with the questionable word, along with 
MacWrite II’s best guesses as to the word you meant. This command is 
available only when you have used the Spelling Options command to 
tell MacWrite 11 to check your spelling as you type and when you have 
been alerted that the last word you typed was not in the dictionary. 

Allows you to activate the on-line spelling checker and to control the 
positioning of the Spelling dialog box on your screen. 


Spelling Options dialog box 


Spelling Options 


Spell as you type: 

® Off 

O Beep on questionable spellings 
O Flash menu bar on questionable spellings 

Dialog placement: 

{§) Butomatic 
O User defined 


S Ruto Continue 


Cancel 


I I 0K J 


Spelling Options . . . 
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Spelling Menu 


Spell As You Type 

Lets you tell Mac Write II to check your spelling as you type, and 
whenever you type a word it cannot find in the dictionary, to alert you 
with a beep or flashing menu bar. Also lets you turn this kind of 
checking off. 

Dialog Box Placement 

Lets you set the position that the Spelling dialog box will occupy 
on-screen. If you choose Automatic, Mac Write II will always place the 
Spelling dialog box at the bottom of the MacWrite II window. But you 
may want to be able to move the dialog box and have it appear the next 
time exactly where you left it. If so, choose “User defined.” 

Auto Continue 

Tells MacWrite II that when you choose Check All, it should continue 
checking from one page element to the next, stopping only when it 
finds a questionable spelling. Starting wherever your insertion point is, 
MacWrite II loops through the main body of your text, headers, footers, 
and footnotes. If you do not select Auto Continue, MacWrite II will 
pause at the end of each page element, offering you the choice to 
Continue or Cancel. 

Install Dictionaries... 


If you have not yet placed your Main Dictionary and User Dictionary in 
the System Folder or in the same folder as your MacWrite II 
application, you won’t be able to check spelling until you tell 
MacWrite II where to find the Main Dictionary. In this situation, when 
you choose Install Dictionaries, you see this dialog box: 


Lets you select one Main Dictionary and, if you like, one User 
Dictionary, a smaller dictionary you’ve made up for special purposes. 
These dictionaries will be used when MacWrite II checks your spelling. 
This command also lets you create a new dictionary of your own. 
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Install Dictionaries dialog box 


Pick the type of dictionary you want - 
to install. 


Locate the dictionary the way you — 
would a document you want to open. 


When the dictionary is highlighted, 
click OK. 


Select Dictionary: (§) Main O U*er 

—L. / 

czi Disk of Plenty 


tzj Letters] 


D Main Dictionary 


■>! 


O 


[ 1 

[ Driue ] 

-li 0K II 

[ Cancel ] 


Currently Installed Dictionary : 
<None> 


If you have already placed your dictionaries in the System Folder or in 
the same folder as the Mac Write II application, you can check spelling 
without using the Install Dictionaries command. But if you want to 
switch to another Main Dictionary or to another User Dictionary, 
choose Install Dictionaries, locate the desired dictionary, and click OK. 

Select Dictionary 

Lets you tell MacWrite II which type of dictionary you want to select 
— a Main Dictionary or a User Dictionary — then displays any such 
dictionaries it can find on the same disk or in the same folder as the 
MacWrite II application. The first one is highlighted and is identified 
at the bottom of the dialog box as the Currently Installed Dictionary. 
You can switch to another such dictionary if you want. To remove a 
User Dictionary, click another, or None. To create a new User 
Dictionary, use New, give it a name, and use the User Dictionary 
command to add entries. 


Install Dictionaries . . . 
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Lets you add or remove entries in your currently installed User 
Dictionary. Displays this dialog box: 


Spelling Menu 

User Dictionary... 



click Remove or press Command-R. 

Auto Hyphenation Places hyphens where needed at the end of lines throughout the 

document following a list of rules, except when you have specifically 
exempted a word by including it on the Hyphenation Exceptions list or 
by inserting discretionary hyphens. This command is dimmed if 
MacWrite II does not find the Hyphenation document in the System 
Folder or in the same folder as your MacWrite II application. When 
you have chosen Auto Hyphenation, a check mark appears next to it 
on the menu. 

Hyphenation A dialog box appears in which you can list words or phrases you want to 

Exceptions... exempt from regular hyphenation: 
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Hyphenation Exceptions dialog box 


Hyphenation Exceptions 


List of your current special cases 
exceptions to the general rules of 
hyphenation 

Type your new word or phrase here. 

Click Add to add the entry to the list of 
exceptions. 

To remove an entry from the list, select 
it and then click Remove or press 
Command-R. 



You can type in a word with hyphens where you want them, or with no 
hyphens at all, and then add it to your list. 

You can add hyphens as you write, without opening the dialog box. To 
have a word hyphenated at a particular spot when it breaks at the end 
of a line, press Command^hyphen. You won’t see a hyphen on the 
screen until you turn on Automatic Hyphenation, and then only when 
the word falls at the end of a line. MacWrite II uses the hyphen 
(known as a discretionary hyphen) at its discretion. 

To ensure that a hyphenated phrase is never broken at the end of a 
line, use Command^Optiornhyphen for a nonbreaking standard 
hyphen. 


Hyphenation Exceptions . . . 
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View Menu 


UieiiP 


Shorn Inuisibles §§; 
Show Page Guides 3§G 
Hide Pictures 


Reduced Size 3§R 
Side By Side 


Documentl 


View menu 

Show Invisibles/ 
Hide Invisibles 

Shortcut: Command-; 
(semi-colon) 


The View menu commands let you specify whether Mac Write II should 
display normally invisible characters, page guides, and pictures; the 
View commands also allow you to see pages side by side in order to look 
at the document in reduced size or to switch from one window to 
another. 


Displays or hides characters that are normally invisible. 

When you choose Show Invisibles you will see the following characters: 
■ Space character 

+-> Return character within a paragraph 
+J Paragraph return 

53 Paragraph return with change of ruler 
> Tab character 
# Page break indicator 
.J, Column break indicator 
if Merge break indicator 

Use MacWrite IPs formatting characters when you want to edit text 
and format the document. You do not need to show the invisible 
characters to select them. However, making precise changes will be 
easier when you can see if you’ve left any extra spaces between words or 
put in one tab too many. MacWrite IPs preset option hides the 
invisible characters. 
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Show Page Guides/ 
Hide Page Guides 

Shortcut: Command-G 


Show Pictures/ 
Hide Pictures 


Reduced Size/ 
Actual Size 

Shortcut: Command-R 

Side By Side 


Hides or displays page margins, column division lines, and the 
boundaries between page elements. 

Display page guides to see how text will fit on your page. Hide them 
when you want to see exactly how your page appears. Page guides do 
not print. 

Because Mac Write II’s preset option hides the page guides, the first 
command you see on the menu is Show Page Guides. 

Reveals or temporarily hides any pictures from the screen 
representation of the document so you can scroll through it more 
quickly. These commands do not insert or remove the pictures from the 
document. 

Because MacWrite IPs preset option displays pictures, the first 
command you see on the menu is Hide Pictures. 

Lets you view a document at approximately half its actual size. You can 
use Reduced Size to see more of a page on the screen at one time. How 
much of the page you see depends on the size of your screen. 

Displays pages side by side on the screen. When you choose Side By 
Side, the command is checked on the menu. 

You can use Side By Side with single-sided pages or with left and right 
pages to compare the layout of pairs of pages. This is particularly 
effective when you also choose Reduced Size. 


Side By Side 
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m 

Command key symbol 


Shift key symbol 


Mac Write II offers a wide range of keyboard shortcuts. Without 
removing your fingers from the keyboard, you can issue many of the 
commands that appear on menus, change font sizes, move rapidly 
through the document, select varying amounts of text, insert and delete 
passages, even shift from one document to another. 

Generally, you press two or three keys at once to take the shortcut. 

Whenever you pull down a menu, you see keyboard shortcuts shown to 
the right of some of the commands. Most of the keys are letters or 
punctuation marks, but the action of those keys is modified when you 
also press the Command key and the Shift key. The key to keyboard 
shortcuts: press all the keys at once. 

If you have an extended keyboard, you can issue some of these 
commands with individual keys. Some of the keys available on an 
extended keyboard include Help, Control, Home, End, Page Down, 
Page Up, and the function keys (F1...F4). Extended keyboard 
commands are shown in parentheses in this chapter. 
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Keyboard Shortcuts 


The keyboard shortcuts, arranged in the order the commands appear on 
the menus, follow: 


Menu 

Apple 


File 


Edit 


Command 

Shortcut 

About MacWrite II 

Option while choosing About 

Help 

Command-? 

New 

Command-N 

Open 

Command-O 

Close 

Command-W 

Save 

Command-S 

Save As 

Shift-Command-S 

Insert File 

Shift-Command-1 

Insert Merge Field 

Shift-Command-M 

Print 

Command- P 

Quit 

Command-Q 

Undo 

Command-Z 

FI on extended keyboard 

Cut 

Command-X 

F2 on extended keyboard 

Copy 

Command-C 

F3 on extended keyboard 

Paste 

Command-V 

F4 on extended keyboard 

Select All 

Command-A 

Find/Change 

Command-F 

Insert Date 

Shift-Command-A 

Insert Time 

Shift-Command-T 

Insert Page # 

Shift-Command-P 
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Size 


Other 

Shift- Command-O 

Style 


Plain Text 

Command'T 


Bold 

Command'B 


Italic 

Command 'I 


Strike Thru 

Command-J 


Outline 

Command-E 


Shadow 

Command'M 


Underline 

Command'U 


Word Underline 

Shift'Command'U 


Double Underline 

Shift'Command'L 


Superscript 

Shift'Command' + 


Subscript 

Shift'Command" (minus) 


Custom 

Command-D 


Each Custom Style 

Command' 1,2, 3, 4, etc. 

Format 


Show Ruler/ 

Hide Ruler 

Command' H 


Character 

Shift'Command' D 


Copy Ruler 

Shift'Command'C 


Apply Ruler 

Shift'Command'V 


Insert Footnote 

Shift'Command'F 

Spelling 


Check All 

Command' = 


Check Selection 

Command'K 


Spell Word 

Command'Y 


Issuing Commands 
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View 


Show Invisibles/ 
Hide Invisibles 

Show Page Guides/ 
Hide Page Guides 

Reduced Size/ 
Actual Size 

These shortcuts let you adjust the s 
are about to type, without using the 


Command-; (semicolon) 

Command-G 

Command-R 

ze of selected text, or the text you 
Size menu. 


To do this: 


Press this: 


To increase font size to the next Shift-Command- > 

standard size 

To decrease font size to the next Shift-Command-< 

standard size 


To increase font size by 1 point Shift-Command-Option-> 

To decrease font size by 1 point Shift-Command-Option-< 

If you want to use Smart Quotes (the curly ones that show where the 
quotation begins and ends), and you intend to use them throughout the 
document, select them in the Preferences dialog box from the Edit 
menu. Once you’ve turned them on, you can get plain quotation marks 
(the ones that are just straight vertical lines, giving no indication 
whether they begin or end a quotation) by pressing Command-”. That 
places plain quotes in the document, but only at that location. The 
next time you press the quotation mark key, you’ll get smart quotes 
again. 


To set: 


Press: 


Left Justification 
Right Justification 
Center Justification 
Full Justification 


Command-[ 
Command-] 
Command- \ 
Shift-Command- \ 
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If your fingers move faster on the keyboard than with the mouse in 
hand, use these keyboard shortcuts to move to another character, word, 
end of the line, paragraph, or part of the document. 


To go to: 

Next character 

Previous character 

Next word 

Previous word 

Start of the line 

End of the line 

Next line 

Previous line 

Next paragraph 

Previous paragraph 

End of document 

Beginning of document 

To return to main body of text 
(from another page element) 


Press: 

Right Arrow or Controb] 
Left Arrow or Controb \ 
Option-Right Arrow 
Option-Left Arrow 
Command-Left Arrow 
Command-Right Arrow 
Down Arrow 
Up Arrow 

Option-Down Arrow 
Option-Up Arrow 
Command-Down Arrow 
Command-Up Arrow 
Command-Return 


These shortcuts move you up and down through the document without 
moving your insertion point. You can look at another section and then 
when you start to type, return to the area you’re working on. (Extended 
keyboard commands appear in parentheses.) 


To move to: 

Next screen of text 
Previous screen of text 
Top of next page 
Top of previous page 
Beginning of document 
End of Document 


Press: 

Control-L (Page Down) 

Control-K (Page Up) 

Shift-Con trol-L (Shift-Page Down) 
Shift-Control-K (Shift-Page Up) 
Controb A (Home) 

Control-D (End) 
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Keyboard Shortcuts 


Extending Your 
Selection 


Last page of document Shift-Control-D 

(Shift-End) 

The next window Shift-Command-W 

Help Command- ? 

Control-E, (Help) 

For instant precision, use these shortcuts to extend your selection of 
text from the current selection or insertion point to another character, 
word, line, paragraph, or end of document. 


To extend to: 

Next character 

Previous character 

Next word 
Previous word 
Start of line 

End of line 
Next line 
Previous line 
Next paragraph 
Previous paragraph 
Start of document 

End of document 


Press: 

Shift-Right Arrow or 
Control-Shift-] 

Shift-Left Arrow or 
Control-Shift- \ 

Shift-Option-Right Arrow 

Shift-Option-Left Arrow 

Shift-Command-Left 

Arrow 

Shift-Command-Right Arrow 

Shift- Down Arrow 

Shift-Up Arrow 

Shift-Option-Down Arrow 

Shift-Option-Up Arrow 

Shift-Command-Up 

Arrow 

Shift-Command-Down 

Arrow 
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Deleting Through 


Inserting Formatting 
Characters 


Just as you can extend your selection to a particular point, you can start 
at your insertion point or the passage you’ve already selected, and use a 
command-key equivalent to extend your deletion to another character 
or word. 


To delete through: 

Next character 
Previous character 
Next word 
Previous word 


Press: 

Shift-Delete or Control-Shift-H 
Delete or Control-H 
Shift-Command-Delete 
Command-Delete 


The following commands create characters that provide specific 
functions: 


To create: 

New line within a paragraph 
New paragraph 
New column 
New page 

Nonbreaking standard space 
En space 

Nonbreaking en space 
Nonbreaking en dash 
Nonbreaking em dash 
Discretionary hyphen 
Nonbreaking standard hyphen 
Wild card for Find/Change 


Press: 

Shift-Return or Control-Shift-M 

Return or Control-M 

Enter or Control-C 

Shift-Enter or Shift-Control-C 

Option-space 

Command-space 

Command-Option-space 

Option-hyphen 

Shift-Option-hyphen 

Command-hyphen 

Command-Option-hyphen 

Command-8 
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■ INDEX 


A 

About MacWrite II (Apple 
menu) 5-5 

Actual Size command (View 
menu) 5-65 

Add New Tab option 5 -48 
alignment of text 2-25 to 2-26 
Alignment option, for tabs 5-48 
AND condition, for merge 
printing 3-32 to 3-33 
apostrophes 1-6. See also Smart 
Quotes 

Apple menu 5-5 to 5-6. See also 
entries under individual command 
names 

About MacWrite II 5-5 
Chooser and printer 
selection 3-15 to 3-16 
Help command 5-5 to 5-6 
Scrapbook command 1-15, 

1-16 

shortcuts for commands 5-68 
Apply Ruler command (Format 
menu) 2-28 
description of 5-51 
shortcut command for 5-51 
ASCII file format. See Text file 
format (ASCII) 
attributes of text 

changing 2-43 to 2-46 
create Custom Styles 2-47 to 

2-49 

Auto Hyphenation command 
(Spelling menu) 1-34 to 1-35 
description of 5-62 
automatic stationery 3-5, 3-23 to 

3-24 

Auto Number Footnotes 2-11 


B 

Backspace key 

remove characters with 1 -5 , 
1-10 

backup copies of 
documents 3-14 
blocks of text, marking. See 
selecting text 
bold text. See style 
Boolean operators. See operators 
bottom margin 2-6 

c 

cancel an operation. See Undo 
command (Edit menu) 
case sensitivity 

and changing text 1-20 
and finding text 1-18 
center text, ruler alignment 
button for 2-25 
changing text. See finding and 
changing text 

Character command (Format 
menu) 2-43 
Color option 5-50 
description of 5-49 to 5-50 
Font option 5-49 
shortcut command for 5-49 
Size option 5-49 to 5-50 
Style option 5-50 
Check All command (Spelling 
menu) 1-27 

description of 5-56 to 5-58 
shortcut command for 5-56 
Check Footer command 5-59 
Check Header command 5-59 
Check Main Body 
command 5-59 


Check Selection command 
(Spelling menu) 1-27 
description of 5-59 
shortcut command for 5-59 
Chooser (Apple menu), and 
printer selection 3-15 to 3-16 
Clear command (Edit menu) 
description of 5-26 
remove selected text 
permanently 1-10 
shortcut command for 5-26 
Clipboard 

copy or move text from 1-12 
copy text to 1-10 
display contents of 1-10 
paste graphic image from 2-51 
to 2-52 

paste text from 1-11 
place text in 1-12 
Show Clipboard command 
(Edit menu) 1-10, 5-34 
show/hide 5-34 
close, a window 3-10 
Close command (File menu) 
description of 5-10 
shortcut command for 5-10 
Close Merge Data File command 
(File menu), description 

of 5-14 

collated printing 3-18 
Color command (Style menu), 
description of 5-39 
Color option 5-50 
columns 

add to a table 2-31 to 2-3 1 
Columns option 2-8 to 2-9, 
5-43 

formatting of 2-8 to 2-9 
insert column break 1-5, 2-17 
to 2-18 

remove column break 2-18 


Index 


1-1 



Index 


remove from a table 2-32 
ruler for 4' 11 

conditional statements for merge 
printing. See also Insert 
command 

conclude with ENDIF 3-31 
IF- AND, OR, or NOT 
conditions 3-32 to 3-33 
IF-Else clause 3-31 to 3-32 
If-Then conditions 3-29 to 
3-31 

operators allowed 3-30 
order of operation 3-32 to 
3-33 

Context option (Spelling dialog 
box) 5-57 
copy 

paragraph formatting 2-28 
store text with 
formatting 1-14 
text from other file 1 - 1 3 to 

M4 

text from the Clipboard 1-12 
text from the Scrapbook 1-16 
Copy command (Edit 
menu) 1-12 
description of 5-25 
shortcut command for 5-25 
store text with 
formatting 1-14 
text from Scrapbook 1-16 
text to Scrapbook 1-15 
Copy Ruler command (Format 
menu) 2-28 
description of 5-51 
shortcut command for 5-51 
count words 1-32 
creating text 1-3 to 1-6 
crop a graphic image 2-53 to 
2-54 

curly quotation marks. See Smart 
Quotes 

cursor. See insertion point 
Custom command (Style 
menu) 2-47 to 2-49 

1-2 


description of 5-39 to 5-40 
shortcut command for 5-39 
Cut command (Edit menu) 1-12 
description of 5-25 
shortcut command for 5-25 

D 

data preparation, for form 
letters 3-24 to 3-26 
date, insert in document 2-39 to 
2-40, 5-29 to 5-30 
Date & Time option 5-33 
Date Format option 5-33 
default stationery. See automatic 
stationery 
Delete key 

remove characters with 1-5, 
1-10 

deleting text. See removing text 
delimiters. See also fields 
changing 3-27 to 3-28 
Mac Write recognition of for 
datafiles 3-26 

dialog boxes, description of 4-5 
dictionaries. See also Main 
Dictionary; User Dictionary 
create new dictionary 1-25 to 
1-26 

edit dictionary 1-26 
ignore User Dictionary 1-25 
install 1-23 
setting up 1-22 to 1-23 
switch dictionaries 1-24 to 
1-25 

discretionary hyphens 1-33 
display 

cut text 1-10 
invisible characters 1 - 7 
page guides 2-5, 5-65 
pages of a document 3-7 
documents. See also import a file 
backup cop ies of 3-14 


Index 


elements of 4-13 to 4-13 
export to another 
application 3-21 
moving through 3-6 to 3-7 
opening 3-4 to 3-6 
printing 3-15 to 3-19 
saving 3-11 to 3- 14 
Documents command (View 
menu) 5-66 

document window 4-8 to 4-9 
drawings. See graphics 

E 

Edit menu 5-24 to 5-34. See also 
entries under individual command 
names 

Clear command 1-10,5-26 
Copy command 1-14, 5-25 
Cut command 1-12, 5-25 
Find/Change command 1-17 
to 1-21, 5-26 to 5-29 
Hide Clipboard 
command 1-10,5-34 
Insert Date command 2-39, 
5-29 to 5-30 

Insert Page # command 2-40 
Insert Time command 2-39, 
5-30 

Paste command 1-12,1-16, 
5-25 to 5-26 

Preferences command 1-6, 
2-10, 2-11 to 2-13, 5-30 to 
5-34 

Redo command 5-24 
Select All command 1-8, 5-26 
shortcuts for commands 5-68 
Show Clipboard 
command 1-10,5-34 
Undo command 1-10,5-24 
edit User Dictionary 1-26 
Else clause, for conditional 
statements 3-31 to 3 -3 2 


em dash, and hyphenation 1-35 
en dash, and hyphenation 1-35 
ENDIF, concludes conditional 
statement 3-31 

enlarge size of printed text 3-17 
en space, insert nonbreaking en 
space 1-5 

entering text 1-3 to 1-6 
erasing text. See removing text 
exit, Quit command (File 
menu) 5-23 
export a file 3-21 

F 

facing pages, formatting of 2-6 to 
2-7 

fields. See also form letters 
change delimiters for 3-27 to 
3-28 

data file delimiters for 3-26 
insert into letter 3-26 to 3-27, 
3-28 

File command (File menu), 
import graphic file 2-5 1 
file formats, available for 
importing 1-13 
FileMaker II, data for form 
letters 3-25 

File menu 5-7 to 5-23. See also 
entries under individual command 
names 

Close command 5-10 
Close Merge Data File 
command 5-14 
File command 2-5 1 

Insert File command 1-13 to 
1-14,5-13 
Insert Merge Field 
command 5-15 to 5-19 
Merge command 3-19,5 -20 to 
5-21 

New command 3-4, 5-7 to 5-8 


Open command 3-4, 3-20, 5-8 
to 5-10 

Open Merge Data File 
command 3-26,5-14 
Page Setup 2-4 
Page Setup command 3-16, 
5-21 to 5-22 

Print command 3-17,5-23 
Quit command 5-23 
Revert to Saved 

command 3-14,5-13 
Save As command 3-12 to 
3-14, 3-21, 5-12 to 5-13 
Save command 3-12, 5-10 to 
5-12 

shortcuts for commands 5-68 
Fill Character option 

for tabs 2-29 to 2-30, 5-48 
Find/Change command (Edit 
menu) 1-17 to 1-21 
description of 5-26 to 5-29 
shortcut command for 5-26 
Find Delimiter command, for 
form letters 5-16 
finding and changing text 1-17 
to 1-21, 5-26 to 5-29 
and attributes of text 2-44 to 
2-46 

changing words or 

characters 1-20 to 1-21 
find words or characters 1-17 
to 1-19 

invisible characters 5-27 to 
5-28 

First Line option, for 
paragraphs 5-45 
flush left text, ruler alignment 
button for 2-25 
flush right text, ruler alignment 
button for 2-25 
Font menu 2-41 
description of 5-35 
Font option, choose a font 5-49 
fonts. See also attributes of text 


change text in particular 
font 1-20 

changing 2-41, 5-70 
find text in particular 
font 1-19 

Font menu 2-41, 5-35 
for Scrapbook text 1-15 
size of 2-42 

footers. See headers and footers 
footnotes 2-11 to 2-13 

Footnotes option (Preferences 
dialog box) 5-34 
Insert Footnote command 
(Format menu) 5-53 to 
5-54 

Format menu 5-41 to 5-55. 

See also entries under 
individual command names 
Apply Ruler command 2-28, 
5-51 

Character command 2 -43 , 
5-49 to 5-50 

Copy Ruler command 2-28, 
5-51 

Hide Ruler command 2-25, 
5-41 

Insert Column Break 
command 1-5, 2-17 to 2-18, 
5-55 

Insert Footer/Remove Footer 
command 2-14 to 2-15, 

5-53 

Insert Footnote command 5-53 
to 5-54 

Insert Header/Remove Header 
command 2-14 to 2-15, 

5-52 to 5-53 
Insert Page Break 
command 1-5, 2-17, 5-55 
Page command 2-5 to 2-7, 

5-41 to 5-44 
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Index 


Paragraph command 1 -5 , 

2*22,2-23,5-44 to 5-47 

Scale Picture command 2-53 
to 2-54,5-51 to 5-52 
shortcuts for commands 5-69 
Show Ruler command 2-25, 
5-41 

Tab command 2-28, 2-29, 

5-47 to 5-48 
formatting 

alignment of text 2-25 to 2-26 
column breaks 2-17 to 2-18 
columns 2-8 to 2-9 
copy paragraph 
formatting 2-28 
facing pages 2-6 to 2-7 
footnotes 2-11 to 2-13 
guide lines, show/hide 2-5 
headers and footers 2-14 to 
2-16 

line spacing 2-33 to 2-37 
margins 2-5 to 2-6 
page breaks 2-17 
page numbers and 2-10 
page size and orientation 2-4 
paragraphs 2-19 to 2-24 
retain in new copy of 
text 1-14 
a Title Page 2-9 
formatting characters. See 
invisible characters 
form letters 3-19 

change field delimiters 3-27 to 
3-28 

data file delimiters for 
fields 3-26 

data preparation 3-24 to 3-26 
Find Delimiter command 5-16 
format for the data 3-29 
IF-AND, OR, or NOT 
conditions 3-32 to 3-33 
IF-Else clause 3-31 to 3-32 
If-Then conditions 3-29 to 
3-31 
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Insert command 5-17 to 5 - 1 9 
Insert Field Name 
command 5-16 
insert fields into letter 3-26 to 
3-27,3-28 
merge the data into 
letter 3-33 

operators for conditional merge 
printing 3-30 

G 

global changes 1-21 

of text attributes 2-43 to 2-44 
graphics 

hide 2-54 

import graphic 2-50 to 2-51 
insert from Scrapbook or 
Clipboard 2-51 to 2-52 
moving 2-52 to 2-53 
remove 2-52 
resize or crop 2-53 to 2-54 
greater-than characters (»), as 
opening field delimiters 3-28 
guide lines, show/hide 2-5 

H 

hanging indent 2-23 
headers and footers 

formatting of 2-14 to 2-16 
Insert Footer/Remove Footer 
command (Format 
menu) 2-14 to 2-15, 5-53 
Insert Header/Remove Header 
command (Format 
menu) 2-14 to 2-15, 5-52 to 
5-53 

Help command (Apple 
menu) 5-5 to 5-6 
accessing xix, 4-5 
shortcut command for 5-5 


table of contents for 4'6 
Help window 

description of 5-6 
use of xix 

Hide Clipboard command (Edit 
menu), description of 5-34 
Hide Invisibles command (View 
menu) 1-7, 5-64 
Hide Page Guides command 
(View menu) 2-5, 5-65 
Hide Pictures command (View 
menu) 5-65 

Hide Ruler command (Format 
menu) 

description of 5-41 
shortcut command for 5-41 
hyphenation 1-33 to 1-35 
Hyphenation Exceptions 
command (Spelling 
menu) 1-34 to 1-35 
description of 5-60 to 5-61 

i 

I-beam pointer 1-4 
icons, description of 4-7 
If-Then conditions 3-29 to 3-31 
import a file 1-13 to 1-14, 3-20. 
See also Insert File command 
(File menu) 

data for form letters 3-25 to 
3-26 

a graphics file 2-50 to 2-5 1 
indenting paragraphs. See under 
paragraphs 

Insert Column Break command 
(Format menu) 1-5, 2-17 to 
2-18 

description of 5-55 
shortcut command for 5-55 
Insert command, for form 
letters 5-17 to 5-19 


Index 


i 


Insert Date command (Edit 
menu) 2-39 

description of 5-29 to 5-30 
shortcut command for 5-29 
Insert Field Name command, for 
form letters 5-16 
Insert File command (File 
menu) 1-13 to 1-14. See also 
import a file 
description of 5-13 
shortcut command for 5-13 
Insert Footer/Remove Footer 
command (Format 
menu) 2-14 to 2-15 
description of 5-53 
Insert Footnote command 
(Format menu) 
description of 5-53 to 5-54 
shortcut command for 5-53 
Insert Header/Remove Header 
command (Format 
menu) 2-14 to 2-15 
description of 5-52 to 5-53 
insertion point 1 -4 

shortcuts for moving 5-71 
Insert Merge Field command (File 
menu) 

description of 5-15 to 5-19 
shortcut command for 5-15 
Insert Page # command (Edit 
menu) 2-40 

Insert Page Break command 
(Format menu) 1-5, 2-17 
description of 5-55 
shortcut command for 5-55 
Insert Time command (Edit 
menu) 2-39 
description of 5-30 
shortcut command for 5-30 
Install Dictionaries command 
(Spelling menu) 1-23 
create new dictionary 1-25 to 
1-26 

description of 5-60 to 5-61 
Select Dictionary option 5-61 


switch dictionaries 1-24 
invisible characters. See also Show 
Invisibles command (View 
menu) 

description of 4-1 4 to 4' 1 5 
display of 1-7 

finding and changing 5-27 to 
5-28 

illustrated 1-7 
select for editing 1 -9 
shortcuts for insertion of 5-73 
italic text. See style 

J 

join paragraphs 2-24 
justify text, ruler alignment 
button for 2-25 

K 

keyboard shortcuts. See also 
individual command name entries 
issuing 5-67 
listed 5-68 to 5-73 

L 

LaserWriter 

Page Setup dialog box for 5-22 
and page size settings 2-4 
leader dots. See Fill Character 
option 

leading. See line spacing 
Learn option (Spelling dialog 
box) 5-57 

Left Indent option, for 
paragraphs 5-45 
left margin 2-6 

Left/Right Pages 2-6 to 2-7, 5-42 
less- than characters (<<), as 
opening field delimiters 3-28 


line of text, select for editing 1-8 
line spacing 

changing 2-33 to 2-35 
and paragraphs 2-37, 5-45 to 
5-46 

unit of measurement and 2-36 

to 2-37 

Line Spacing option, for 
paragraphs 5-45 to 5-46 
logical operators. See operators 

M 

MacDraw II files 2-50 to 2-51 
MacPaint files 

import into document 1-13, 
2-50 to 2-51 

MacWrite, import file from 
earlier version 1-13 
Main Dictionary. See also 
dictionaries 
install 1-23 
setting up 1-22 to 1-23 
manual, overview of xvii to xviii 
Margins 2-5 to 2-6, 5-42 to 5-43 
for facing pages 2-6 to 2-7 
mark a block of text. See selecting 
text 

mathematical operators. See 
operators 

measurement unit. See unit of 
measurement 
menu bar 

description of 4-4 to 4-5 
and opening a menu 5-3 
menus. See also individual menu 
names 

use of 5-3 to 5-4 
Merge command (File 
menu) 3-19 

description of 5-20 to 5-21 
merge printing. See form letters 
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Microsoft Word 

import file from 1-13 
version supported for 
importing 3-20 
Microsoft Works 

data for form letters 3-25 
import file from 1-13 
version supported for 
importing 3-20 
Microsoft Write 

import file from 1-13 
version supported for 
importing 3-20 
Modify Tab 5-48 
move. See also scrolling 

a graphic image 2-52 to 2-53 
text from the Clipboard 1-12 
a window 3-9 

N 

New command (File menu) 3-4 
description of 5-7 to 5-8 
shortcut command for 5-7 
nonbreaking en space, insert 1-5 
nonbreaking space, insert 1-5 
NOT condition, for merge 
printing 3-32 to 3-33 
number of copies to print 3-17 

o 

on-screen help. See Help 
command (Apple menu) 

Open command (File menu) 3-4 
description of 5 -8 to 5 - 1 0 
import a file 3-20 
shortcut command for 5-8 
stationery 3-22 to 3-23 
opening 

a document 3-4 to 3-6 
a menu 5-3 

stationery 3-4, 3-22 to 3-23 
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a window 3-9 

Open Merge Data File command 
(File menu) 3-26 
conditional statements 3-29 
to 3-33 

description of 5-14 
operators, for conditional merge 
printing 3-30 
OR condition, for merge 
printing 3-32 to 3-33 
orientation of paper. See paper 
size and orientation 
Other command (Size menu) 
description of 5-37 
shortcut command for 5-37 


p 

page breaks 

insert in document 1-5,2-17 
Page command (Format menu) 
Columns 2-8 to 2-9, 5-43 
description of 5-41 to 5-44 
and facing pages 2-6 to 2-7 
Left/Right Pages 5-42 
Margins 2-5 to 2-6, 5-42 to 
5-43 

Title Page 2-9, 5-43 
page elements 

description of 4-1 3 to 4-14 
select for editing 1-8 
page guides 4-13 
display 2-5, 5-65 
Page Number option 5-33 to 
5-34 

page numbers 

change starting page 
number 2-10 
insert in document 2-40 
Page Setup command (File 
menu) 2-4 

description of 5-21 to 5-22 


Index 
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enlarge size of printed 
text 3-17 

LaserWriter Page Setup dialog 
box 5-22 
paper size and 
orientation 3-16 
reduce size of text 3-16 
smooth text 3-17 
pages to print 3-17 to 3-18 
paper size and orientation 2-4, 
3-16 

Paragraph command (Format 
menu). See also paragraphs 
description of 5-44 to 5-47 
First Line option 5-45 
hanging indent 2-23 
indent first line 2-22 
Left Indent option 5-45 
Line Spacing option 5-45 to 
5-46 

Right Indent option 5-45 
Space After option 5-46 
Space Before option 5-46 
start a new paragraph 1 -5 
paragraphs. See also Paragraph 
command (Format menu) 
copy formatting 2-28 
hanging indent 2-23 
indent first line 2-22 
indent settings 2-19 to 2-21 
join 2-24 

and line spacing 2-37 
new line within a 
paragraph 1-5 
select for editing 1-8 
shortcuts for commands 5-70 
split 2-24 

start a new paragraph 1-5 
units of measurements 
and 2-21 

Paste command (Edit 
menu) 1-12, 1-16 
description of 5-25 to 5-26 


shortcut command for 5 "25 
PICT/PICT2 files 

import into document 1-13, 
2"50 to 2-51 
pictures. See graphics 
pointer D4 
point size. See size 
Position option, for tabs 5 "48 
Preferences command (Edit 
menu) 

change starting page 
number 2" 10 
Date & Time option 5 "33 
Date Format option 5 "33 
description of 5 "30 to 5 "34 
and footnotes 2"1 1 to2"13 
Footnotes option 5 "3 4 
Measure 2" 10, 5"31 to 5"32 
Page Number option 5 "33 to 
5"34 

Smart Quotes D6, 5"32 
Print command (File 
menu) 3" 17 
description of 5"23 
shortcut command for 5 "23 
printer specification 3" 15 to 
3"16 

printing documents 345 to 349 
collated printing 3" 18 
enlargement of 3 " 1 7 
form letters 3" 19 
number of copies 3 " 1 7 
page setup 3" 16 
pages to print 3" 1 7 to 3" 1 8 
reduce size of text 3 " 1 6 
several documents, printing 
of 348 

smooth text 3" 17 


Q 

Quit command (File menu) 5"23 
quotation marks. See Smart 
Quotes 

R 

Redo command (Edit 
menu) 5 "24 

Reduced Size command (View 
menu) 34 
description of 5 "65 
shortcut command for 5 "65 
reduce size of printed text 3 " 1 6 
removing text 

backspace to delete 
characters 1"5 
column break 2" 1 8 
column in a table 242 
and copy to Clipboard 1"10 
footnotes 2" 13 
a graphic image 242 
headers or footers 2" 16 
page break 2" 17 
permanently DIO 
and replace Dll 
shortcuts for selection of 
text 5"73 

Replace option (Spelling dialog 
box) D29, 5"57 
replacing text. See finding and 
changing text; Paste command 
resize a graphic image 243 to 
2-54 

Revert to Saved command (File 
menu) 3" 14 
description of 5" 13 
Right Indent option, for 
paragraphs 5 "45 


right margin 24 
ruler 

and alignment of text 2 "25 
and columns 441 
condensed ruler 44 0 to 44 1 
copy paragraph 
formatting 2"28 
description of 44 to 442 
expanded ruler 442 
and paragraph 

indentation 2 " 1 9 to 2 " 20 
and tab stops 246 to 248 

s 

Save As command (File 
menu) 342, 343, 344 
automatic stationery 3 "23 
description of 542 to 543 
export a file 341 
shortcut command for 5" 1 2 
and stationery 3 "22 
Save command (File menu) 3" 12 
description of 5 " 1 0 to 5 " 1 2 
shortcut command for 5 " 1 0 
saving 

documents 341 to 344 
stationery 342 
Scale Picture command (Format 
menu) 243 to 244 
description of 541 to 5-52 
Scrapbook (Apple menu) 
copy text from D 1 6 
copy text to D15 
insert graphic from 24 1 to 
242 

scrolling 3 '6 to 34 

through documents 3 "6 to 34 
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shortcuts for commands 5-70 
to 5-71 

search and replace. See finding 
and changing text 
Select All command (Edit 
menu) 1-8 
description of 5-26 
shortcut command for 5-26 
Select Dictionary option 5-61 
selecting text 

copying 1-12 to 1-16 
moving 1-12 to 1-16 
removing 1 -8 
replacing 1 -9 
shortcuts for selection 5-72 
Shift-clicking, and select 
text 1-9 

shortcuts for commands. See also 
individual command name entries 
issuing of 5-67 
listed 5-68 to 5-73 
Show Clipboard command (Edit 
menu) 1-10 
description of 5-34 
Show Invisibles command (View 
menu) 4~15 
description of 5-64 
display formatting 
characters 1-7 
select formatting 
character 1 -9 
shortcut command for 5-64 
Show Page Guides command 
(View menu) 2-5, 5-65 
Show Pictures command (View 
menu) 5-65 

Show Ruler command (Format 
menu) 

and alignment of text 2-25 
description of 5-41 
shortcut command for 5-41 
Side By Side command (View 
menu) 3-7 

description of 5-65 to 5-66 


single quotation marks, and Smart 
Quotes 1-6 

size. See also attributes of text 
change text in particular 
font 1-20 

find text in particular 
font 1-19 
of fonts 2-42 
of headers or footers 2-16 
of windows 3-9 to 3-10 
Size menu 2-42 
description of 5-36 
Other command 5-37 
shortcuts for commands 5-69 
Size option 5-49 to 5-50 
Skip option (Spelling dialog 
box) 5-57 

Smart Quotes 1-6, 5-32 
shortcuts for commands 5-70 
single occurrence of 1-6 
smooth text 3-17 
Space After option, for 
paragraphs 5-46 
Space Before option, for 
paragraphs 5-46 
spell checking 1-27 to 1-31. See 
also Spelling menu 
add word to User 
Dictionary 1-30 
check as you type 1-30 to 1-31 
portions of text 1-27 
replace misspelled word 1-29 
rewrite word 1-29 to 1-30 
skip a word 1-30 
whole document 1-27 
Spelling dialog box 1-28,5-57 
to 5-59 

Spelling menu 5-56 to 5-63. 
See also entries under 
individual command names 
Auto Hyphenation 1-34 to 
1-35 

Auto Hyphenation 
command 5-62 


Check All command 1-27, 
5-56 to 5-58 

Check Footer command 5-59 
Check Header command 5-59 
Check Main Body 
command 5-59 
Check Selection 
command 1-27,5-59 
Hyphenation Exceptions 
command 1-34 to 1-35, 
5-62 to 5-63 
Install Dictionaries 
command 1-23, 1-24, 5-60 
to 5-61 

shortcuts for commands 5-69 
Spelling Options 
command 5-59 to 5-60 
Spell Word command 5-59 
Spelling Options command 
(Spelling menu) 5-59 to 5-60 
Spell Word command (Spelling 
menu) 5-59 
split paragraphs 2-24 
Starting Number, for 
footnotes 2-11 
stationery 

automatic stationery 3-5, 3-23 
to 3-24 

described 3-22 
opening 3-4, 3-22 to 3-23 
save a document as 3-22 
style. See also attributes of text 
change text in particular 
font 1-20 

create Custom Styles 2-47 to 
2-49 

find text in particular 
font 1-19 
of fonts 2-42 

Style menu 2-42, 5-38 to 5-40 
add a Custom Style to 2-47 to 
2-49 

Color command 5-39 
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Custom command 2-47 to 
2-49, 5-39 to 5-40 
shortcuts for commands 5-69 
shortcuts for styles 5-38 
Style option 5-50 
super/subscripts. See style 
System Folder 

and dictionaries 1-23 
and printer resources 3-15 

T 

Tab command (Format menu). 
See also tab stops 
Add New Tab option 5-48 
Alignment option 5-48 
description of 5-47 to 5-48 
Fill Character option 2-29 to 
2-30, 5-48 
Modify Tab 5-48 
Position option 5-48 
and the tab alignment 
character 2-28 

tables, create with tabs 2-30 to 
2-32 

tab stops. See also Tab command 
(Format menu) 
as data file field 

delimiter 3-25, 3-26 
filler characters 2-29 to 2-30, 
5-48 

setting up 2-26 to 2-28 
tab alignment character, 
specify 2-28 to 2-29 
and tables 2-30 to 2-32 
Text file format (ASCII) 
data for form letters 3-26 
import file 1-13, 3-20 
time, insert in document 2-39, 
5-30 

Title Page 2-9, 5-43 
top margin 2-6 


u 

underlined text. See style 
Undo command (Edit 
menu) 1-10 
description of 5-24 
shortcut command for 5-24 
unit of measurement 

and line spacing 2-36 to 2-37 
Measure option 5-31 to 5-32 
and paragraphs 2-21 
settingup 2-10 
User Dictionary. See also 
dictionaries 
add word to 1-30 
create new dictionary 1-25 to 
1-26 

edit words in 1-26 
ignore 1-25 
install 1-23 
setting up 1-22 to 1-23 

v 

View menu 5-64 to 5-66 
Actual Size command 5-65 
Documents command 5-66 
Hide Invisibles command 1-7, 
5-64 

Hide Page Guides 
command 2-5, 5-65 
Hide Pictures command 5-65 
Reduced Size command 3-7, 
5-65 

shortcuts for commands 5-70 
Show Invisibles 
command 1-7, 1-9, 5-64 
Show Page Guides 
command 2-5, 5-65 
Show Pictures command 5-65 
Side By Side command 3-7, 
5-65 to 5-66 


W,X,Y,Z 

windows 

active window 3-9 
close 3-10 

document window 4'8 to 4'9 
move a window 3-9 
size of 3-9 to 3-10 
working with 3-8 to 3-10 
word count 1-32 
wordwrap feature 1 -5 
WriteNow 

import file from 1-13 
version supported for 
importing 3-20 
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